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ABSTRACT 

The most difficult problem in the financial 
management of a program of Public Service Employment (or subsidi2ed 
work-training experience) is the over-obligation of funds. Some 
training slots are never filled, some trainees drop out early from 
the program, and others complete their training early* All of these 
factors "free" funds which must be promptly identified if they are to 
be put to alternative uses. The best way to avoid this problem is to 
use a detailed and flexible working budget which is kept up to date 
by timely and systematic comparison between actual and projected 
expenditures. The central office should use actual rather than 
anticipated outlays as a means of controlling costs. Realistic 
allowance should also be made for delays in employer billings. 
(Included are 12 appendixes, a glossary, lists of tables and 
illustrations.) (Author) 
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PREFACE 



In mid-1970, as a consequence of welfare reform legis- 
lation then pending in the United States Congress, the 
Vermont Department of Employment Security was chosen to test 
and document experimentation in the manpower training aspects 
of the proposed legislation. The overall objective of the 
resulting Experimental and Demonstration (E&D) Manpower Pilot 
Project was to explore the feasibility and value of alterna- 
tive approaches and procedures for conducting .the Special 
Work Project (Public Service Employ ment) for the unemployed 
and Upgrading training for the working poor, as a means of 
helping to develop guidelines and other knowledge required 
to facilitate and make more effective national implementation 
and rapid expansion of manpower projects aiired at enhancing 
the eraployability of heads (and other members) of low- income 
families . 

The project thus had two major components within the 
overall project: 

-''Special Work Project*' whereby unemployed persons, by 
performing work (at public and private nonprofit 
agencies in the public interest) can develop job skills 
which enable them to obtain nonsubsidized (private or 
publ ic ) employment , 

-"Upgrading training" whereby low- income employed persons 
("working poor") can develop ne;^ job skills for which 
they receive increased salary. 

More specifically the project: 

-developed various designs for operating the two manpower 
programs, 

-tested operating practices to identify smooth running 
procedures , 

-tested the feasibility and relative effectiveness of 
alternative operating procedures, 

vii 
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-Identified problems and issues central to the estab- 
lishment and running of these programs, 

-prepared technical materials and other aids for u^e in 
the programs , 

-monitored and evaluated outcomes of activities, 

-deteinnined requirements for administration, facilities, 
staff and financing of the programs, 

-established guides for determining how these programs 
might fit into the overall mixture of manpower programs 
and services at the local level, 

-developed the necessary guidelines and manuals for 
effectively replicating the px^ograms elsewhere, 

-researched and documented the effect of the program on 
E&D manpower clients and, 

-produced monographs on salient aspects of project experi- 
ence, relevant to planning activities at the national 
level for implementation of welfare reform and/or 
public service employment programs. 

The project was initiated on July 1, 1970, and terminated 
on October 31, 1973. Operation of the project v/as divided 
into the following segments; 

July 1, 1970, through October 31, 1970: Planning, initia- 
tion, and startup, 

November 1, 1970, through June 30, 1971: Operations 
limited to Chittenden and Lamoille counties, 

July 1, 1971, through June 30, 1972; Statewide operations, 

July 1, 1972, through June 30, 1973; Statewide operations, 

July 1, 1973, through October 31, 1973; Evaluation, 
writing, printing and publishing. 
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FINAL TRAINEE SUMMARY 






SPECIAL WORK 








Percentage of 


As of July 2, 1973 


Number 


Number 


Number Total Enrollees 


Total Special Work 








Enrollments 




656 


100% 


Completed Training 




430 


65,6% 


-Completed, Placed 








in Employment 


307 




46,8% 


-Completed, Placed 








in Work Training 


26 




4.0% 


Total Placements 






333 50,8% 


-Completed, Placed 








in Education or 








Skill Training 


6 




0.9% 


-Completed, Awaiting 








Placement 


91 




13,9% 


Terminated Training 




226 


34,4% 


-Good Cause 


99 




15.1% 


tWithout Good Cause 


127 




19,3% 



FINAL TRAINEE SUMMARY 




UPGRADING 










Percentage of 


As of July 2, 1973 


Number 


Number 


Total 


Enrollees 


Total Upgrading Enrollments 




144 




100% 


-Completed Training 




118 




81.9% 


Upgraded 


114 






79,2% 


Not Upgraded 


4 






2,8% 


-Terminated Training 




26 




18.0% 


Good Cause 


17 






11,8% 


Without Good Cause 


9 






/'6,2% 
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SECTION I 
INTRODUCTION 

A, Purpose ol tlu? Monograph 

The Tinanciiil manaK'e^fiont personnel oI the Ex|>erimen tal and 
Demonstration (1'>^D) Man[)ower Pilot Project in Vernion t found that 
there was a considerable number of financial variables which 
could have a si^iii Meant ei'iect on the financial management of 
future similar projects, This monograph illustrates the kinds of 
problems these variables could have on similar projects and rec- 
ommends a sc^t of j;uidolines which should be useful in administer- 
ing future Public yervice Employment (PSE) i)rojects, 

This study does noi consider the management of UpK^'c'iclin^ 
training |)ro.jects as their numbei* and dollar amouiits involved 
were considerably smaller tiian the iS|)ecial Work (SW) subcon- 
tracts and their iinancial management is straightforward with 
fewer f i na nc i a 1 va r i ab les . 

B. Outline of the Mono^rapii 

This study consists of four basic partfi, the first tiiree pro- 
viding backKi*ound information to suj^port the ilevelopment of a sys- 
tem for control ol similar PSE subcontracts described in the 
fourth section, The monograph is outlined as iollows: 
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!• A closer i pt ivG history ol the financial manat(onient of 
Special Work Project (SWP) from the inception of the 
project to the beginning of the third fiscal year. 

2« A summary of the financial systems, procedures and 

variables developed for and employed during the project. 

3. A discussion of potential problems that could develop 
in similar Special Work projects and the steps that can 
be taken to avoid them. 

4, Uecommenda t ion of a simplified sot of guidelines for 

the financial planning and managemetit of PSE subcontracts 
lu general in tl\e form of usable program guidelines. 
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SECTION II 

IJUIKK iiiSTuKY or TiiK puana^r to \i\ti: 



A . The r 1 rs l V FV-li)7l 

UiuifM' (n>iitrnct (rrS2- 'IcS-TO-riO) with t ho U.S. Dvptwiuwnt ol' 
Liibor (1)01.), the Vonn<»ul Do i>a r linen t of Ijiiplovnion I Socurily (DKS) 
commoiiood projort iictivilic^s al)iuil July 1, 1^)70, lii the first 
year, opcM'ations W(M'o 1 oca loci in cii i I UmicIcmi County (IJurl- 

in^toii aroa), a basically urban and sul)urban couiily with a 
Ki*owin^' oconoiuy ajul p<){)ula t ioji l^aso, and in Lanujillo County 
(Mor r is V i I lo aroa) wliioh is largely rural, TAMLK 1 ^ivos an 
indication o I I ho rolativo size of the project. 

TAl>Li: I 

Sunuiia ry o f fra i noc^s Knrol led 
Kroin J trpo p t io iT o f '^Pro Jcn'^t tx~jTi n ~:7o , U}72 

Quarter Cumulative Number of Inoi'oaso From 

Knd i n;^ Ti'a i no(*s linrol lod l^rocc^lin^ Ouarloi* 



3/31 ^71 


98 




6 /30 ' 71 


146 


•18 


9 /30 '71 


20'1 


58 


12/30 '71 


3 'I I 


137 


3/31/72 


487 


14G 


6 30.'72 


5n<) 


22 



The [)CM*io(l July 1070 to Novniil)c»r 1, 1^)70 was ct^ns id(v*od tho 
plannin^^, dovolopuuMit and stai'l-up [)haso ol' tlip in*(»,joct aiui 
covers tho period prior to tho writing of any sul)con t rac Is lor 
traiJiin^, During this p(M*iorl, projcu*! stall' ro(pi i rcMnon Is vM-re 
ostablisfiod (See APPriNDlXKS A and H foi* project slcH'f at 
bo^innin^^ and end f>r^ll)o t^i*<>~K'<' H ♦ ^and tnos t of llio positions .ait- 
lined in the appendixes were fillocL Visits '.verc* math* to on- 
Roin^' l)rojects and develo|)ment :>l a staff training; program v» i 
undertaken. Spocificallv related to SKP, a subcontract was dr - 
sij^nod (APPKNi>l X CI ) , preliminary budi^ots and nunibor of sl(.)ls 
w<^ro established, dove I(> j^nc»n t of n Manai^omont I n f ocma t ion Syst* 
(;.ilS) was bo^nui , and fiscal pi'oceduros for accunmla t ion of 
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enrolloo t iiuo woi'kf^d unci ro iiiibursonuM) 1 lo Ihc rNMploycM' lHv wix^cr.i 
paid wore do loptul . Much o t* llio dovo \optncMil w;»s homiu with ox- 
istiiij; UKS pcM'soiniol ns ihv pro.jocL had no inloriial stall' at the 
(Uitsol. For oxamplo, Iho Fisi^al Section was ol' cons idorai)lo 
ass is tnnco In a^'coinpl islii nj.r the early finarurial adm i n is t ra 1 i vo 
tasks, such as l)illin^ Iho l>OL lor re iai hursciULMi t and processing;- 
employer invoices lor payment, 

The first year budget for the Project was $500,000 

broken down inio the fOllowln^^ t\ite^ories: 

-Special Work subcontracts (priniarlly enrol liu* 



sa lar ies ) $ 200, 000 

-Up^raiiin^ training sulicont ra<: ts (iO,000 

-Personnel s«M-vit*es - saljiries and benefits - 

E&f) p(M'Sotniel 182,000 

-Pi'ojec t fac i 1 i t ies :j4 , 000 

-Travel 1<1 ,000 

-All other 10,000 

TOTAL ^ fjOO^OOO 



SWP salaries payal)Ie to trainees were burlucled at $200,000 
for i\xv first fiscal year. Tli is was arrived at by establishing^ 
a ^^oa I of 100 slots {a slot is one training' positioi^ vnulei* con- 
tract lor a p(*ri(Ml of t imo etjual ia the length of the s ul)con tract ) 
for an average duralion of six inontlis each iiuiltiplied by an esti- 
mate<i avera^^^e cost of S2,000 for i^ach six month period. Approxi- 
malely 89 persons wor(» enrolle<l in the project, and rnos t oJ* these 
trainees were employed tor a period of less lhari six montlis; con- 
sequently, a p(;rtion of tl\e l'V-il)7l budget was cain'ied into 
FY- 197 2. 

CommiMU'itv^ al>oul Novf.MnbtM* 1, 1970, pilol opiM'alions wcn'o 
bevcun in [Uirlin^loit and Morr is v i 1 1 . Subcon t rac I s wcm'c Tirst 
written in DcccMnlx^r IV)70, and billin'i^s against tliese snbcontraots 
were first in'ocessed at tin? vwtl of January, 1971. 

Hef^inninu ()clf)l)fM* 2f), 1970 and continuing periodically until 
January 22, J 97 I , I ho IXU sta If pro[Kir<Ml five rcpto'ls snfuiua i* iz in^^ 
activities under I akcn durinu^ each period, 0\\ DeceiabcM' 2'1 . 1970, 
t lu? First subcontract sninniary r«M'<'rt was pri'pnrcd. whicli listed 
five subcontracts r'ovo'ini: 2!J slots and included pjU'opr i a i « detail 
i n fortiui f ion . A suiuinnj'y of sulK'tni t ra c t ua I obli^;ations was iii; !r? at 
that dat(^» showing, lunds commit ttvi, expended, and tiu> nnconmiil ted 
balance for the renuiinder of tlie fiscal year, this InfoiMiiation 
was updated by anotluM* summary report da t(»d .laruiary 22, 1971. At 
tin* t time. 12 ol" '17 avnilaf)lo slots wer(» iilled: subcontracts 
for an amount of $88,000 had been written^ ItMvin^ an obli^rated 
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b.ilnnce of $112,000. A summary of subcontracts by Individual 
subcontract was kept on a weekly basis through April 19, 1971, 
when it was abandoriod l)eoause of the time involved in main- 
taininji it on a current basis. 

At May 1, 1971, a proposal for the second year of the pro- 
ject was prepared, which also contained the status of the 'project 
as of that date. Approximately 30 subcontracts had been written, 
which would have covered 130 slots for $210,000, if all slots 
were filled. 

In summary, there were periodic reports issued through 
January 22 > 1971, and the next formal report was issued as of 
September 30, 1971. Informal records of amounts obligated and 
spent under SW subcontracts were maintained through mid-April 
1971, and nionthly summaries of activity under SW subcontracts 
were prepared in appendix form for required submission to the DOL. 

B. The Second Year - IT- 1972 

In Fy-1971 the operational and procedural K'^iidelines were 
laid, and pilot and initial operations were begun, whereas FY- 
1972 was the primary operating year of the project. This year 
saw an expansion to statewide activity (See APPEN DIX I) for ul^ 
timate size) with operatiotis at a peak in the second half of 
tlie year. Compared to the first year E&D total project budget 
of $500,000, a budget of $1,166,000 was adopted in FY-1972, 



comprised as follows: 

-SWP subcontracts/ ; $ 698,000 

-Upgrading training subcontracts 90,000 

-Fnr ichmon t projects 21 , 000 

-Personnel services - K^D personnel 281,000 

-Project facilities 43,000 

-Travel 17,000 

-All other 16,000 

TOrAL $1,166,000 



Approximately $ 500,000 of the increase was for SW sub- 
contract salaries and related expenses. In addition, to having 
more trainees during the second year, it was anticipated that 
the average trainee would be in the program for a longer . per iod . 

Finally, during the second project year, cm[)hasis was plac;ed 
upon formalizing data gatliei'ing processes, coordination with the 
existing Work Incentive Program (WIN), streamlining administra- 
tive procedures and the design and implementation of research 
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projec ts • 

C. The TUii'd Yoar - 

During; tlio third year of oper«Ttions, thorn lias been a Rrad- 
ual decrease in eiuj^hasis on t>pcrations and an incroaso on documen- 
tation and reportin^^ of project exi)orience. This is reflected 
in part in the KY-1973 budget, which is down in total to 
$872,000. The SW subcontract salaries comprise $'183,000 of this 
amount, which is down from $698,000 in FY-1972. 

Subcontract activity is expec ted to be lioavy in the early 
part of the year, declining to a windup of activity by Juno 30, 
1973, Improvements in financial controls, such as an implemen- 
tation of an allocated amount of subcontracts each district office 
may write during the year (APPKNO IX E ) and periodic comparisons 
of actual amounts obligated against amounts budgeted under sub- 
contracts, have been instituted to bring about a smooth comple- 
tion of the project. 
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SECTION III 

SUMMAR Y OF FINANCIAL PROCEDURES AND CONTROLS CONT A INED IN 
T HE PROJECT " 

In order to comprehend the potential problems that could 
develop during the life of a PSE project and in order to 
understand the recommended financial management ^niiUelines pro- 
vided later in this monograph, background information concern- 
ing the systems and financially related procedures that were in 
existence in this project is considered. Accordingly, this sec- 
tion furnishes supporting information regarding billing and 
fiscal procedures, Ciiiancial obligations under subcontracts, and 
other financial variables experienced in the financial administra- 
tion of SW subcontracts. 

A , Subcontracts and Related Procedures 

The Veimont DKS designed three different subcoj.trac ts 
( APPENDIX CI ) for use witli public, nonprofit organisations, with 
other State agencies, and within the Department of Employment 
Security* Eacli subcontract consisted of a standard two page 
subcontract between the State and the sub jon trac tor nnd a pro- 
posal section. The proposal included detail on the training plan 
and its cost, a description of the scope of the work and time 
card and billing requirements, and a section on general contract 
provisions. Additionally, a form has been devised to bo used as 
a basis for amending original subcontracts* 

The subcontract was developed in consultation with a contract 
specialist from the Department of Lal)or; its primary purpose 
was to establish the obligations of both contracting parties and 
to insure that the employer was made aware of his responsibilities 
to the enrol lee and the program. 

In an effort lo duf)licate a real 1 i i e work situation as 
closely as possible, trainees receive the same benefits wherever 
possible, as all c>thor employees in the sui)conl ractors ' employ; 
the employer pays the trainee his salary and any benefits directly, 
Salaries and fi'inge benefits are funded up to 100'^ by EicD funds; 
however, efforts were made to have employers underwrite as mucJ) 
of the cost as possible beginning in FY-1972, For the nine months 
ending Marcli 31, 1972, employers paid a portion of the costs on 
approximately 55'r of tiie slots under subcontract; in most cases 
this was ten percent of the cost. The employer ])repares an in- 
voice to DES , based on tiie time card filled out by the employer, 
and in accordance witli the provisions of the subcontract. 

Rilling is done every 30 days by the employer to DES, 
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commonclUK 30 days alter tlio employee starts, in order to dis- 
tribute the account luf; work load as evenly as possible. I3ills 
are prepared on the combined time card and invoice (See attached 
APPENDIX C3 - Form K&l)-C)G6) Troni instruction given to subcon- 
tractors. Rasically, the employer enters the enrolloe's time, 
signs the card as does the enrol lee; the employer then completes 
the reimbursomon t section, signs it and forwards it to the pro- 
ject Manpower Specialist who reviews and approves^ the completed 
form. Two copies of the form are forwarded to tlie State Depart- 
ment of llnanco for disbursement to the employer. Certain 
short cuts have been devised in instances where tliere are more 
than five enrollees in one subcontract. 

Procedures for billing and documenting time have worked 
well. The few problems that liavo arisen are mainly human lags 
in billing by employers and errors in completing forms. A flow 
chart of the existing billing and reimbursement sys tei.i is in- 
cluded as APPENDIX F . 

B. Mechanics Concerning Financial Obi i^M lions Under Subcontracts 

The following mforiaation is presented to explain tlie 
accounting for financial obligation under subcontracts and 
the reasons that this obligation often differs considerably from 
the amounts that are finally expended. 

The project has utilized Mie Fiscal Section of the Vermont 
Department of Employment Security for maintaining the routine 
accounting activities of the project, as opposed to establishing 
their own accounting and financ:ial functioiis, which has greatly 
simplified tfiis area of project adm inis tx"a t ion . Services per- 
formed include payment of invoices and the related review to 
ascertain that payments are properly supported and computed, his- 
torical accumulation of subcontract costs, and billing to the 
Depa)'tment of Labor. 

Subcontracts are written for a number of enrollees for a 
specified length of time at spocifiod wage rates, which when 
extended aiui adjusted for fringe benefits and tlie (employers' 
stare ol" the obligation, equal the total obligation under tiie 
sub(!on t rac t . For example, a subcontract is written for ■ 20 
week period for two posit ions ^ ]xiying $2.00 and ."^2.50 per hour, 
respectively, for a 40 hour week jilus FICA at 5.2';. The 
employer lias agreed to pay ten percont of the cost. The total 
obligation is $3;402 comi)uted as lollows: 

$(2.00 + 2.50) X 40 hrs. x 20 weeks - $:j,GOO 

$3,600 f 5rr for fringes - $3,780 

E&D pays 90% of this or - $3,402 

In actual practice, the amount obligated ujider a subcon- 
tract is usually greater than the amount spent under the wb- 

er|c « 



contract l)ocaiiso ccM^lain slots Tor whicli a sui)C'(>nl rac t is 
written aro not I illed or onr()lloc»s aro wot always omployod lOr 
the full lon^tli ol tho kuI)coii trac L , duo » lor oxamplo, to early 
completion of tralnin^^ resulting iu placejiionl, • 

The unused i)orti<)n of obli^;alod funds prosotUs llio most diff- 
icult prol)loni In tho financial ma nau'omon t of tho SW sul)cont rac ts . 
Tho ^^reatest amount of unused su!)con I ra(* t obi i^a I iv)ns has boon 
accounted foi by unfilled subcontract slots and was especially 
slp:n if leant in tho earlier part of t lio Vermont project when sub- 
cf)n tracts wore often written before enrol loos were found, Later, 
this dirioronce was minimL/o<i when enrolleos wore located first 
and subcontracts were written tailored to tlie enrol loes' employ- 
a bi 1 1 ty plans . 

The following- t a ble summar i/.os tiio aiuounl of funds orl|;*inally 
obligated and subsociuently deobliKaled on the Vermont [)roject, 
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1 1 i^^i t od 


Po r iod 
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Januiiry 197 2 


130, 000 
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20,500 


37'; 
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13 ,000 


6 , ()00 
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u;i I C'd 1 unds i ii I'Y- 
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fleets t lu» j>oli(\v ol olMainin- sul)(Mm I rac Is and Xhvn find 
l/ain(H\s for 1 hes(> slots. As lliis policy ch:inufHl to Ilia I • \' ob- 
tainini;' s ulicon t r;ic I s loi* a reservoir of enrol lei'S, [ho deoi :j^^a- 
lion |)ercenta^;o was rocUiced. 'llie lii^h percentage in Februa r\ ""and 
March 1972 was du(^ to an overobl i^a t ion ol fuiuls tliat was learned 
of in Fol)ruary 1972 and tlie necessary resulting' (U?-em plias is iu 
fillin^^ available slots. 

One of tlio i^oa Is of tlie projei^t is utili/e Vho funds 
avallal)lo for SW suijcon t i^u- ts and e^xpenses lo iho utmost: 
iiowever. it is not i^ossiblo to sfx.MUl funds over and above tlio 
amount allocated for these expenditures. Therefore*, it is 
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desirable to know the exact amount of funds that will be spent 
under existing subcontracts, so tliat the maximum number of sub- 
contracts can l}e written for the remaining funds. There is a 
practical problem of obtainiuR reasonably accurate ciirreirt in- 
formation on the amounts that will ultimately bo expended. 
Contributing further, there is apt to be a considerable time lag 
between the time subcontracts are signed and obligations summar- 
ized by the Central Office Staff (COS), and a lag between the 
time the enrol lee performs under the subcontract and the billing 
is prepared and finally processed, especially when the volume of 
activity is high. 

To summarize this section, the financial variables encountered 
during the Vermont E&D subcontract experience are listed in out- 
line form, 

C . Summary of Financial Variables 

1. As to subcontracts, the following distinct variables 
are contained in each subcontract and are tailored to 
each subcontract: 

a. the wage rate paid and the number of liours per time 
period to be worked, 

b. the length of time a trainee is under subcontract, 

c. tlie numl)or of trainees under each subcontract, 

d. the percentage of total cost to bo paid by tlie 
employer , 

e. the trainee's fringe benefits included for each 
subcon trac t . 

2. Possible differences between the amount originally 
obligated under a subcontract and the amount actually 
s pen t a ro : 

a. premature termination by trainee - either placed in 
a job or dro|)ping out, 

b. trainee absent from or not reporting for work, 

<: . slots rc>r which suhc^onl rac ts are written, bjt 
for whicli no trainee is hired, 

3. Internal accounting nnci information flow dejays and 
problems are possible because of: 

a. erratic ' billing by employers, 

b. errors in employer invoices, such that approvals 
and related payment is hold up, 



10 



t' . ( tnanclal rooorcl kcopliuf is maintaijuul by the? 
(lepar tmon t no t under the con t rol o 1 Iho projec t 
ma na^oiiioat , 



cl. snhconi rar Is :\vo written and most I'inaiK^ial input 
lurovmalion is prepared at I he loeal cilice level, 
requiring coiumunica t ion of information to the 
c'outral office. 

4. The Ic^n^th of the subcontracts may bo dictated by the 
necessity to annually refund the project. 

5. The Training; Kehited Expenses (THE) to be paid to the 
tra inees , 

An awareness and control over tliese financial variables 
will mininii/e any [lotential financially ix^lated ijrcjbleins with 
the pro.j ec t , 
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SKCTION IV 



f^XKli'llLl^L PIKJ^^tjMS THAT roifLI) nKVKLOP IN TIIK F l^'AXC lAL JIANAClKMKS'f 
OF PSK PKUCiHAMS^ AND 'flit:; STiiPS TUX'V CAN ITK TAKKN Tu' A VO I Fr^TT TLAr 

From a rLiiniU'ial uianaKOinonl viewpoint, tlio ^oa I ol a PSK 
program is to ulili/e lunds allocatoci to the? pro^M'nin to tho 
maximum ol" thoir availability, but not lo ovrM'ol)liga to funds. 
This utilization should bo implcMiicn tod in a smooth, ovcmi luannci' 
to the ox tout p<;ssiblo to ininiiiii/.o pro^M*am (iirootion chaiij^os at 
the opoi'alions level. It is cm pliiis i?:od that Ihc^ potential prob- 
lems are in the iiroa of subcontract salaries and related items 
as opposed to tlie ma naj^oineu I of internal project staff costs. 

The previovis section concludes with a list of financial 
variables wliicMi must be adc^quately controlled Vo varyinj^ do- 
^'•reos lo assure the success of the project. L'onsldered in tlu^ 
order of imi)ortance, tlie potential pitfnlls iirisin^^^ froiii these 
variables are enumerated below, I ol lowed by a discussion of liow 
Ihoy may be avoided. 

^ • IAL*11111 JJ).'DL not be o[^t bmH 1 y \i t i 1 i'/tul if I he pro) ec 1 

ma na^etnen 1 is no t iiwa re . oil fi cu r ren I basis , <rr ''l yic~rinK rs ^L lia t 
will lie ex^pe nlled t< ) r su b^^llilrJli^ 1 ' ^ r les and ^'cH'a Te d~( )s ts 
As a cf>rorfary, total i)bli^aled funds c aTTm 7 t~b~r cTTl^ u po n as 
a barometer of the i>roject status. 

At atiy point in titne the pt^i.ject Manager can determine the 
total ol)li^alLf)n unrlcr PS1-: sui>ct>n t rac* Is fri>m a summary of 
complelcd and I ivc^ subcontracts. li<v.v(n'er, as pointtul out in the 
previous sfn'iion. a substantial portion ol obli^iited funds may 
never be exj)en<le(L 

Thf; experiences of th(^ \ei'nionl project is an exatnple to 
illustrate this po i u t . As tk^^c r i I)o(l in the lustory section, 
Uu^ Central CiJ f ice SlafI k(>pt an inlonual a<'count t.) f financial 

obi i'^at ions under SW subcinUracts through i?i id- April of {\u^ firs I 
project year, l'"V-l^»71. This volume of aclivilv duriiii;- lliis in- 
itial (KM'ifjd was i'ola Lively small, which facilitated the ii. rrji'iiui 1 
sys tern . 

During fA'-li)72. th^^ ruimlMM' of subc-ont ra<' ts and »slots rosc^ 
fjuickly as t he ' s ubcon t rac t development gained luc ){:ifMi turn and tht^ 
project i?xpand(Ml to a statcnvlde operaticni. fho I'iscal Section 
at the C'o!\tral Office continued to perform a b()okk(M»])i n^^ func;- 
tion for the project i)y payii^^ the l)ills and recording funds 
expended, a(!crued, and obi i^^.i 1 (hL Proj{H*t mana;;(Nuenl monitor(?d 
the lev(*l of c^xp{Mld i t ures oti Spe<Mal Woi'k salaries by relyiuj^' upun 
slot levels attained and the iiujutiily sumifiaries ol afnounts 
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committod Tor SW subcontracts forwarded to the IX)L. 

At the end of January 1972, a small overobl i^ra t ion in SW 
subcontracts was discovered, Just as the project was meeting? 
its end-Decenber slot target. The plan for slot develoixnent 
called for a g^'^^dual expansion of the number of Cllled slots 
through the end of March, with this level to be maintained until 
the end of June. Had this been accomplished, the accumulated 
Special Work obligations would have amounted to $1,100,000 by 
the end of FY-1972, as against $842,500 budgeted for FY-1971-72. 

By the middle of P'ebruary, the COS realized that they were 
overobl iga ted on SW subcontract salaries by approximately $44,000; 
this, however, did not consider any unfilled slots or unused 
time on existing subcontracts, which would ultimately reduce the 
amount that would actually be spent. The programmatic result 
was an immediate freeze on subcontract development in the midst 
of a long, hard successful drive to harness the staff and re- 
sources of the DKS local offices to sell Special Work. Just as 
local office managers were beginning to use and appreciate 
long-term subsidized PSK as a valuable tool in their local labor 
market repair kit, the E&D Central Office was forced to jerk 
that tool out of their hands. 

Fortunately, an overexpend i ture of funds on the Vermont 
project did not develop, since there was more than a sufficient 
amount of obligated funds that were able to be deobligated, 
as all obligated funds were not expended on certain subcon- 
tracts. There was, however, some disruption of the program, 
as the emphasis on writing additional subcontracts had to be 
abruptly term ina ted . 

This problem could occur in reverse. If a project had 
obligated only allocated funds for a fiscal year and if an 
extensive amount of obligated funds wore not ultimately ex- 
pended, substantial amounts might remain unspent at the end of 
the per iod . 

The cure for potential overspending and other areas re- 
quiring information for control is a sound budgeting system. Be- 
cause of the numbiM* of financial variables assf)(Matcd with this 
type of project, it is imperative that a detailed budget be pre- 
pared and actual results compared with the budget on a timely 
and frequent basis. 
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Preparation of a working budget^should begin upon re- 
ceipt of notification of the funds to be allocated to the pro- 
ject, or sooner if support for the allocation is to be prepared 
by the project manaKement, From the experience of the Vermont 
, project," tlie following procedures for preparation and implemen- 
tation of the working budget are presented (See ILLUSTRATION 1 ) , 

In conjunction with local office managers, determine on a 
monthly basis approximately how many slots subcontracts can be 
written for and the length of time each slot will bo filled. 
Possible constraints will be projects terminating at the end of 
a fiscal year and the length of time, on the average, a trainee 
should occupy a slot. These slots must then be cos ted out at 
the average monthly wage and adjusted for fringe benefits and 
the portion that the employer will pay. In the Vermont project, 
the average monthly cost to the program was $371 per trainee, 
through March 31, 1972. Approximately 45% of the slots were 
funded in part by employers, the amount usually being ten per- 
cent of total costs. The number of slots available will, of 
course, have to be tailored to funds available. Kach local 
office will now have a slot budget similar to tliat in APPENDIX 
The slot budget can be compared to the actual number of sub- 
contracts written and revised as necessary, based on the collec- 
tive actual number written by each local office. 

By the end of the third month, a number subcontracts ,f>r 
the new fi.scal year would have been signed. All subcontracts 
relating to the old year would have been completed and should 
have been closed out, or at a point where total expenditures 
could be accurately estimated. Thus, the amount expended on tlie 
previous yearns subcontracts would be known, and funds available 
for the new year, consisting of tlie new yearns budget and un- 
spent amounts remaining from the prior year, would be kno^wn. 
Next, subcontract obligations entered into thrr)ugh tJie third 
month would be accumulated. The amount that would not be spent 
on these subcontracts at the present date would be computed, 
oitlior by estimating based upon past experience of the percetitage 
of funds obligated that were not spent or by analyzing the status 
of each slot under subcontract. The former is an overall test 
that can be performed at the Central Office level, the latter a 
more detailed method that would be done at the local office level. 



^A working budget is especially useful when iliere is a con- 
siderable amount of uncoriainly about the future. A budget "or 
plan is established at Ilje beginning of the period in as complete 
a manner as possible witli the information available. Then, as the 
period progresses, changes are made to the original budget — in 
effect, updating it--as new information about the peri/od to date 
and the future portion of the period becom<^s available. 
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From the above inform»ntion ancJ the experience {jainod about 
subcontracts, such as average lon^jlh of time a trainee occupies 
a slot and average cost per trainee-month, the working budf^et 
for the remainder of the fiscal year would be revised as necessary 
to reflect the ostimaled amounts and timing of those amounts. 
Revisions would also be made to the local offices s lot budf^o ts , 
reflecting the above. 

On an informal basis, the working budget would be updated 
at the end of each of the fourth and fifth months. If it 
appeared at this time that a danger of ovevobl iga tion existed, 
a more thorough analysis would be necessary. 

The procedures outlined at the end of the first quarter, 
including bringing information regarding obligations, doobliga- 
tions, and estimated deol^l iga t ions up-to-date, would be repeated 
at the end of the second quarter. The refineniont necessary would 
be determined by the nearness ostimatod expenditures wore to the 
funds available and the extent of the smoothness desired for 
winding down the project, 

The above procedures would be continued on a monthly and 
quarterly basis throughout the project's fiscal year, 
ILLUSTRATION 3 included in the final section of the monograph 
suggests a monthly status report which would summarize the fi- 
nancial status of training salaries somimontlily , 

2 . Slot levels cannot be relied upon as a basis for con - 
trolling sul)COU tract costs , 

Using the V^ermont K&D Project as an example again, the 
COS had relied on slot levels attained to moi^itor obligations 
under SW subcontracts. For hT-1972, slot levels were budgeted 
at 300 slots for an average length of time oi nearly eight months 
each. To understand the concept of control through slot levels, 
information on slots from two weekly status reports is provided: 



December 27, February 28, 

1<)71 1972 

Active slots 2G9 33G 



Completed training in 

1^-^1972 43 55 

Terminated prior to com- 
pletion of training 

KY-1972 49 , 97 



faformati<jn regarding slot levels was current and accurate, 
because the COS maintained a log which recorded eac:h incoming 
subcontract and the number of slots available, A weekly summa]\v 
of this information was expanded to include the dollar amount of 
the obligation; thus, on a current basis, project management was 
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aware of the maximunj possible obligation. 



With the advantage of hindsight, the following arc problems 
in gauging the status of the project by using slot levels: 

a. No cons ide>ra t ion is given to lengtli of time an individual 
occupies a slot. 

b. No consideration is given to cost of active and/or 
com pie ted s lo ts . 

c. Funds are rel'>ased by slots no longer active because of 
reasons other tha n com pie t ion of tra in ing . 

Because of these reasons, slot levels do not provide satis- 
factory information in gauging costs obligated under these sub- 
contracts. Add i t ioiia 1 ly , the information may no- be current and 
accurate when volume is heavy and a number of subcontracts have 
l)een formally agreed upon but formal processing has not been 
compl e led . 

Rather than using slot levels as a measure of costs, the 
project should control training salary costs through control of 
actual costs in(^urred in each slot, as described in the dis- 
cussion of the fiist potential problem area. 

The eiitire idea of a decentralized Inidgot (APP ENDIX E) , 
which is being used in rT-1973 in Vermont, goes * long way 
towards controlling subcontract salary eX]xMid i ti:res , This budget 
is of assistance in three ways. Tlie aioount of planned subcon- 
tract activity in each local office is known, which is helpful 
in formulating office staff I'cqu iroments . The budget allocation 
for each office can bo reviewed periodically for reasonableness. 
For example, a small office might ncjt p act Leal ly be able to 
fill all allocated slots; these slots could thus bo transferred 
as early as possible to an office whicli would be able to fill them. 
Finally, it enables the district office Manager to program his 
timing of subcontract training comin i linen ts iu an orderly fashion 
for the remainder of the year. lie will know approximately how 
much he could ol)ligate and the timiiig of the obligations, and he 
would thus be able to plaa the use of staff time in an optimum 
manner for thc^ yr^U'. It would luinimize, for example, tlie possi- 
bility of being told to cut back on writing subconli'ac ts and 
later having to reorient his staff when it nppoarcd tliat .substan- 
tially more funds were available than originally anticipated. 

^* The project's tra iniiig sal aries and related c osts should 
not be controlled solely f rc^m the project ManageF's oTf i e . 

This means, in essence, tliat the local offices should not 
have a carte blanche to write subcontracts, which is no control 
at all at the Central Office level; nor on tlK^ other hand, 
should the Central Office maintain all the contaols over each 
subcontract written. 
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The Vermont experieJice is a case point. As (les(!rll)ed in 
the history section^ the project went statewide in FY-1972; 
this consisted of growth from two to 12 IjDcal offices. In 
FY-1972, no effort was made to control subcontract amounts 
written by allocatlnR hud^^eted dollar amounts or estimated slots 
to each of the offices. Because of the large volume durin^^ the 
middle of the project, it became physically impossible to control 
the amount of subcontracts bein^j written at the local office level 
through a centralized bud^iet at the Central Office. 

To improve the control iystem, the COS instituted the follow- 
ing major improvements in FY-1973: 

a. A decentralized slot or man-month allotment ( APPENDIX E ) ^ 
cos ted out at current averaj^e monthly costs, was pre- 
pared for each of tlie operating; offices. This resulted 
in a budget number of slots and costs for each office 
lor each month of the year. Additionally, in preparing; 
the budget, emphasis was placed on heavy slot develop- 
ment at the bcKinnin^ of the year, witli n gradual phasing 
down of activity as the project approaches termination on 
June 30, 1973. 

b. Greater emphasis has been placed upon having personnel 
at the local offices advise COS on a current Ijasis of 
additional funds available by deobligating unused sub- 
contract amounts, which arise from dropouts, placements 
and unfilled slots. ' 

^ • P>'^>ject ma nagement must bo sufficient ! y clc)se to the 
project in ordeF to be aware of unusu a l activTFy wRon i t aFIses 
and to take necossax'y I'emedial action o n a t imely b a s is , if 
necessa ry , " ~ 

Three sr*ch examples of unusual activity a\*ose during the 
Vermont project experience; a short period of lieavy subcontracrt 
renewals, a few relatively large subcontracts in terms of dollar 
amounts, and periods of higlier than expected volume of activity, 
resulting in delays in obtaining information. These are dis- 
cussed briefly in order. 

Many subcontiacts that were written in early FY- 1972 ex- 
pired near the end of December 1972, resulting in a potential 
sizeable increase in the obligation if the expiring subcontracts 
were renewed » Because of the soft labor market at the time, 
many of tlie subcon ti*ac ts were renewed; tliis ciontributed to a cer- 
tain extent to the aforementioned o verobl iga t ion of funds. 

Because most projects of this type are re funded* annua lly 
and since many subcontracts are written for a period of six 
months, subcontracts tend to expire in bunches. Project man- 
agement should be aware of the potential impairt of sul)contract 
renewal on available funds during these peak periods. 
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Occas ionn 1 l.v\ n large institution may take an unusually 
high number ol" enrol lees, accounting for a substantial portion 
of budgeted s«alaries. In FY-1972, one subcontract was written 
for an excess of $80,000, roughly ten percent of the entire 
year's budget. This could cause an undesirable situation in 
an overconcentra t ion of activity with one employer or a poten- 
tial overobl iga t ion of funds, 

A control such as requiring prior notification to the pro- 
ject Director dui*ing the negotiation stage of subcontracts over 
a certain minimum would help alert project management to poten- 
tial overol)! iga t ion situations and could be implemented with 
minimum addition to project administration. From the Vermont 
experience, as indicated in APPEN DIX G, few subcontracts would 
be subject to this type of approval ; however, the dollar impact 
of these subcontracts is considerable. 

Again citing the Vermont E&D Project, during the pei'iod 
of heavy activity at the middle of the project, there developed 
a four week time lag between the date subcontracts were signed 
and the date tlie Central Office compiled statistical information 
regarding these subcontracts , 

The time lag arose because of tlie heavy volume of subcon- 
tracts being processed during late 1971 and early 1972, The 
weaknesses of certain statistics that COS had relied upon for 
management information were compounded by tlie delays in prepar- 
ing summaries. Thus, for example, the !)eceml)er 31, 1971 summary 
was not completed until the end of January 1972, when a poten- 
tial problem was imminent. 

To circumvent possible similar delays in IT-1973, the pro- 
ject management developed closer communication with the local 
offices. The Central Office was advised promptly of new subcon- 
tracts signed, and trainee status reports were submitted immed- 
iately; therefore, trainees added and deleted are now promptly 
known, 

, Adc fiua to attention must bo paid to securing experienced 
financial management personnel J'or the project . 

This is particularly im|K)rtant whore t!)o liscal SoctLion is 
separated from thr projc^ct managomont and Uu^ [project Director 
is not well versed in the finant;ial aspects ul PSl*: i)r(>jc(^ts. 
Using the Vermont KivD Project as an example, the key i^oint a t 
which major empiiasis might have been placed upon the financial 
management of the project was the date at which approval for 
the second year funding of the project was obtained. At this 
date, it was known that tlie project had gone from a small pilot 
operation into one involving approximately $850,000 in SW subcon- 
tract salaries and related expenses, with the possibility of in- 
creased funding for a third year. 



It appears that two choices were availal)le: the hiring of 
an experienced financial director or the placing of greater 



emphasis on the I'inancial manajiemont l)y the existing COS, uti- 
lizing its own stnl'f and workintj to a f;i'oaLor extent with the 
Fiscal Section. 

Such factors as the ultimate estimated size and duration 
of the project, the experimental nati^re of the projccl, funds 
available for staff, and the availability of a qualified person 
for a relatively short period of time have to be evaluated in 
decidiuK upon the structuring of the financial ma na^cMnen t . A 
full-time financial director may not eliminate all tlie fir,ancial 
manat;ement problems, but such problems will bo minimal and 
competence will be available in the event the unforeseen arises. 

6 . Summary of miscellaneous p)\)blems and thei r solution . 

a . Erra t ic and erroneous bill inp^s b y omployors ♦ Cer- 
ta in employers apparently are not pre s s^d for operating' 
funds and may tend to be slow in subirii 1 1 inji invoices or 
in followin^^ up improper invoices. Local office managers 
should be instructed by the Central Office to contact re- 
miss employers and to provide promptly follow-up on errors 
in billings with employers, lii addition, simple instruc- 
tions providing' adequate detail on billin^^ procedures should 
be utilized. Billing procedures used in the Vermont pro- 
ject are attaclied as APPEND IX F . 

b. Delays iu t v u nsm ist; io n o F Information f' voiw tl ie o pera- 
tini^ o'ffice^s to the Ce n tri fT Oi'i i coT fr^lsho iiTd be rein cm be red 
tlm t a 1 thou^' fi opei'a tinii offic:es are noi'mally cooperative, 
they do not liave need for most of the financial rei)(>rts 
from the project and thus may not liave the natural incen- 
tive to provide the information on a timely basis, Tliere- 
fore, supervision of this function from the Central Office 
is necessai'y. 

c. In forma t ion pvov i do e? by t he F isca 1 Section. The fiscal 
office provides the accourftin^ and rc LaTcd~ecord keeping 
function for a project of this typo as well as many cither 
department functions. Fiscal is often al)le to provide the 
project management witfi helpful financial i n forma t ion ; how- 
ever, the information must be requested. As an example, in 
the Vermont project, it mij^ht i:)rovide tlio following: 

(1) A semimonthly listing* of subcontracts (*<>nipl o ted , 
indicating; funds that liave been dec^l^l i^a ted , 

(2) The closeout of all old inactive Init not completed 
contracts, by working with tlie COS and tlie local 
off^.ces as necessary. 

(3) A monthly list of all subcontracts on whit^h the 
employer is more than one month late i i: subm i 1 1 i ng 
invoic*es, so that the COS can prrxi tlie employer or 
locate and solve any billing prublems . 
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(4) AsststinuTO as nocossary lo Central Office financial 
management in accumulating estimatod amounts that 
will bo expended under present subcontracts. 



There are possibly certain disadvantages to having the fi-^ 
nancial functions t^<-*i'iox'med by another department, TJiero may bo 
instances of duplicate record keeping, and the project management 
may not be fully aware, on a timely basis, of all tlio important 
financial information concerning the project, 

A sopai'ntc Fis(ral Section may do an excellent record keeping 
job, but it is important tlia I it be contact tod by in'oject manage- 
ment to provide financial infoiMnation useful to administering the 
project. In essence, the i^roject managers must' be awai'e of the 
financial information required and request it from the accounting 
department , 
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SECTIO^^ V 



A SIMPLiriKD SKT OF GUIDKLINK S FOR Ttll:; FINAN C IAL PLANNING AND 
MAN^VGEMLNT of PSK SiJI^CONTllA C'l^ 

1'ho \^oal of a PSK project Trom a financial viewpoint is to 
utilize allocateci funds to the maximum of their availability 
(but not to overobli^ale funds) and to perform the task in the 
smootliest fashion possil)le» The existence oT pi\)blems and those 
created l)y the* aforementioned financial variables can make this 
quite difficult, depondin^^ on the severity of problems ci'eated 
by any one or combinatio!^ of variables. For example, delays in 
employer billing may make it difficult to determine the amount of 
funds that will l>o eventually cleobli^ated, Likewise, the dis- 
covery halfway throu^^h a project year that substantially more 
fvinds are available? than thou^MU will create havoc in the local 
offices, as they must ciian^^e their direction f I'om monitoring and 
completin>4 existing subcontracts to locating trainees and writing 
new subcontracts. 

The following financial management program has been designed 
to consider and control these variables to the greatest extent 
possible while retaining maximum flexibility in the program ajid 
realizing tliat a sovnid financial program is not an end in itself 
but a means of assisting in maximizing the overall success of the 
project . 

The following outlines the res pons ibi 1 1 1 ies of the various 
administrative levels involved ii\ the financial management of a 
PSE project. A discussion follows the outline, except for re- 
sponsibilities of the Fisc^al Section and Finance Depai'tment , 
whose functions are detailed in Section III, 

I. Planning Pr ioi' to Commencement of Project. Four steps ai^e 
listed Ijelow that should be accompl islied during this stage: 

a. Oetei'niitie the scope of the project. From the fir\ancial 
viewpoint, tfiis moans a rough estimate of Die IcM^gth of 
t ime a nd dol la rs i iivo Ivecl a nd an idea o f the a I loca t ion 
of funds e.g. a dm Iti Is ti'a t i ve salaries, employment 
salaries, etc. 

b. Decide on a rough basis the complexity of the financial 
variat^les affecting the project; then hire tl\o personnel 
with the appropriate experience to control these varialjles, 

c. Determine the flow of ricconnting and financial Information 
and the related controls that will be required. 
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d, l)ov(»l()p ail overall project financial plnn and a more 
conipreUei\s i ve operating budget lor the lirst year's 
oporation. 



Central Office Staff: 

a. Aggregate a rough l)udget for the fiscal year's subcontract 
salaries from the estimated number of slots multiplied by 
tlie average length of time an onrolloe will occupy the 
slot, multi)Uied by tlio average cost per slot for each 
local oifice. 

b. Allocate the budget to the local offices, breaking the 
year budget down on a monthly basis ( APPL'NDIX K ) ♦ 

c* Prepare monthly comparisons of actual and budgeted 

amounts ex()ondccl for subcontract costs and information to 
be obtainecl from local offices; revise local office budget 
allocation if necessary, 

d. Su pel' vise the financial management responsibilities of the 
local office staff, 

e. As a control, maintain a log of all new subcontracts, as 
suggested i)y APPENDIX C4 . 

Local Officio Staff: 

a. Maintain current monthly records of amount of funds alloca- 
ted for subctou l)\ac t salaries and amount of funds obligated 
and expended under such subcontracts foi* particular local . 
offices . 

b. Dooblignte monthly any funds tiuit will not be spent under 
ac t i ve subcontrac ts . 

c. Resolve difforem^es aiid follow up any problems with employ- 
ers I'c^garding emiiloyer invoices or enrollee salaries, in- 
cluding assist iiig anci prodding employers in arrears on 
invoicing, und(M' supervision o£ COS. 

Fiscal Section - l)i:S (See APPKNDIX V and 'rAMLK 3): 



a* Employer billing, 

(1) Prepare pay voucher for finance after tietermining 
tha t employer invoice is properly prer^ared and 
suppor ted . 

(2) Record amount in ledger by subcontract. 
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b. Reimbursement from DOL. 



(1) Prepare monthly accrual of amounts due from DOL and 
invoice DOL nccordin^^ly , 

(2) Record accrual for eacli subcontract in ledfjer and 
adjust accrual for differences from previous month's 
actual cost. 

c. Record maintenance. 

(1) Maintain current record of amounts oblij^ated (and any 
subsetjucnt deobl i^ja t ions ) and expended under evch 
Special Work subcontract. 

(2) Provide monthly reports of amounts obligated, deobli- 
gated and expended, and of subcontracts closed out for 
COS to use to compare with its records. 

5. Finance Department (Agency of Administration) makes payment 
to employer after additional check of voucher prepared by 
Fiscal Sec t ion , 

A , PI a nn in^ 

It \rocs without saying that this is the most important factor 
in realizing whether or not the financial aspects of the project 
will be successful. 

Financial planning should conuiience prior to the initial pro- 
ject funding request. Ideally, the estimated size and the length 
of the project, in terms of dollars and staff, should be deter- 
mined. The project Manager, in consultation with the administra- 
tive participants at the operating (local or district office) 
levels, slu)uld estimate tlie number of slots per year over the life 
of the project that they believe the/ will be able to fill, con- 
sidering both potential employers and employees (trainees) within 
the geographical area covered by the project. Additionally, the 
average length of time an individual will occupy a slot and an 
estimate of the slot cost to the project should be made. 

For example, ii^ the Vermont Project an average of six 

months was used for the subcontract period. This time was selec- 
ted in order to reevaluate tl^e subcontract with the employer to 
determine if llio trrvinee could bo hired on a nonsubs id ized basis. 
Experience has shown that most subcontractors will not hire the 
enrollee until the conclusion of the subcontract period. An 
additional factor in the selection of a s ix montli sl9t length was 
to reevaluate the subcontractor to see if the training provided met 
the requirements of the project. 

This information will be of great benefit in planning for 
future projects of iliis type. Estimated fringe benefits and the 
portion of costs to be borne by employers would also be 
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cons idora t loiis in ostabl ishiny; os lima tod slot costs, 

Prior to foi'mnlly rc([ucstinp; fundin^^ and, inoro ideally, 
during llio above plntinin^^ sla^o, the /'inancial raa iia^omoiU of 
manpower oC the project should be decided upon and brovi^bt into tlu; 
formulation of the dollar amounts of tlio projo(*t. The decision as 
to how 'Mieavy" or exporioncxnl the individual must l)e will depend 
on ii^uch variables as the size and relative complexity and the 
accounting; system adopted for processing and controlling project 
receipts and d is bui's(Mnen ts . For example, if the existing a^ei\cy 
accounting department can be used as was done with this project 
in Vermont, as compared to establishing a new a(u;onnliny system, 
financial administration should be ^a-eatly s imjU i f iod . If the 
project manaf;ement does not have a stron^^ financial back^a'ound 
and interest, ihv accounting and Fiscal sections and their agency 
or outside c'oiisul tan ts should be utilized to establish tJie fi- 
nancial position retpi iremen ts aj^d to evaluate applicants, 

At this pc^int, still ]irior to c^oinmenctement of project opera- 
tions, the system of fiuancual intormation and the related 
eontt'ols should bo desi^^ned. The rh^ ta forms, such as those with 
the employers, lime cards , billing forms, lo^J^ » and DOL I'eim- 
bursemenl r)ro<'er]ures , sliould be dos i j^ned ' towa rds the ^oal of 
simplifying; procedui'cs as much as possible without sacriricin^" 
control. The basic, data forms used by the* Vermotit pr:)Jcct and in- 
foi'mation How chart <M)verin^ the procedures us(m1 ai'e attached as 
^ APPKNl) 1 X (' ; a disc'ussion of their use and impl enicn 1 a t ion is under- 
taken later in this section. Kt)r Torms to l>e Tilled out l)y employ- 
ers and *;thei's who are not an inloKral part ol the T inancial 
management of the project, simple and conc^ise ]nv;coclur(^s on fillin^^ 
out forms slunild be i^repared, Ii^ (lesion inj; the foi'ins and informa- 
tion flow. ade([uate (Consideration to Uie variables described earlier 
in this S(»clirjn, plus others that are uni<|ue with rospe<,*t to each 
particular [)roJect, should be given adec[uato consideration. 

II . Itcs p ons i bil i t ies of the ('ontral O j_fic o Stal' f 

For an r)peralin^^, as opposoci to an expr/r imcii ta I, pi'u Jch: t , the 
lon^' ran^^e plan is a rou^h ^uide to the i' inancial sc:ope of the 
()i*oJect and is helpful in dotorminin^^ financial stafrtn^, facil- 
ities, complexity and detail of accounting systcMU. The ddailed 
opcratihij: budt;r^t has l)c(?n ciiscussed at loi^i^th Lii t h(^ sc(Mi..u on 
potential pi'ol)]ems .-nul their solutions, llo\u^ViM', the Collovin^f; 
key [)oiuts are stressed: 

^* jHH'enl i-al i/.a t ir)n . Fspec tally on a lar^^r* project, as was 
learned from Uie Vermont experience*, this concept is most 
important in preparin^^ and coatro 1 1 iuj^^ ihr{>u<^di budc^ets. 'l.xc 
concept is to divide the project into coffi])ojien t activity 
centers - c.^a. district and local offices in tliis ]>roJect - 
at which costs are accumulated. Costs and^^r slots are 
lnid^et(ul for each of these c!(Mit(}rs, 'i'lien the total bvuJ|.,^et is 
accumulated frr.»m the sum of each center Vs budget. Tlio fund- 
in^ request should be built in this manncM', and final addi- 
tional funds or shortage of funds ultimately ap]u-oved can be 
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roallo(!nted to the local level by the COS. Periodic compari- 
sons wltli the lo<ral level budgets are tlien made with actual 
operations. In this manner, problems can be located and funds 
reallocated with minimum trouble. 

2 . Perio dic Com))a r lsons Hetween Budget and Artual Amo unts . Th i s 
must Th) done for satis lac tory funds control of the ongoing; 
project. Budgets are excellent for quantify In^^ plans, but 
to be useful as a measure of control over expenditures, 
(jompai'isons wltli actual results must l)e made, This may be 
done by usin^^ eitlior subcontract slots or man-months of 
employment rather than dollars, if adequate control over fi-* 
nancial variables affectiiiR the former methods is possible. 
However, based upon the Vermont project experience, controll- 
ing through dollars is considered to be the most effective 
method , 

The frequency of comparison is normally monthly; however, this 
may vary dej)ending on, the cost and effort to obtain necessary 
informati(Mi and the degree of risk associated with not knowing 
the exact current status, As well as aiding in avoiding fi- 
nancial pitfalls, such comparisons assist in preparing re- 
funding requests, wfiicli oi'ten must be undertaken considerably 
well in advance of the date that the current general contract 
will expire, and in maximizing the use of available funds by 
allowing the (OS to reallocate Tunds from (offices with sub- 
stantial unobligated funds to those offices which are better 
able to use the funds, 

3* Suf f ic lent i>c ta i 1 , The budget and the accompanying methods 

of accumulating actual data must be provided in sufficient de- 
tail so that meaningful evaluation of results is obtained. 
For example, in PSE subcontracts, the budget must be prepared 
from tlie basic: unit - the slot or the man-months, and the 
dollar cost (if each of these. 

^* Balancin g of Costs and Be nefits. It must be realized that any 
financ'ial i ni Oriiui t ion and control system will not provide every 
scrap of inlormation desired, and there c;omos a point where 
the cost and effort to ol)tain the information is not worth the 
benefit dorivofJ. For example, in the Vermont project, Ijctter 
control might have been realized by deteriaining on a frequent 
basis the exact amount of funds that would not be used on ex- 
isting live subcontracts. However, duo to th(^ experimental 
nature of tiie project, such a system was I'i^ht fully determined 
not to he feasible, since the benefit was not considered worth 
the time and the cost. 

It is important early in the project to establish an informa- 
tion flow that will jn'ovide the project .Managq)* with a current 
reading of the project status without burdening him or the pi'oject 
with numerous unnecessary forms, data and reports which, in addi- 
tion to burdening the project, often detract frf)m those reports 
which are important. For example, oii the Vermont project, a 
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monthly detailed summary listing S^cli subcontract and pertinent 
information from the subcontract was required by the DOL» It 
ran as many as 30 pa^jes , and totals did not tie into any other 
report and appoai*ed to be of no worthwhile benefit. It could 
have been replaced by a one or two page summary which would have 
provided considerable information in an easily readable form. 

The attached flow chart (ILLUSTRATION 2 )summarizes the impor- 
tant events and suR^^ests forms and reports that should be pre- 
pared from these events in the operation of a PSK propf ram . 
Copies of the various forms and reports are included in the appen- 
dix with an explanation of their purpose. 

Based on the experience in this project, a semimonthly sub- 
contract status report ( IliLUSTRATION 3 ) has been desi^^ned to en- 
able the pi'oject Manager to obtain at a glance a concise reading 
of the project's financial status on a frequent basis. The pur- 
pose of this report is to enable the project Manager to gauge the 
status of llie most difficult variable to control, namely the 
amount of funds he has remaining .to deobligate. It will be of 
use only iC it is prepared on a timely basis and the information 
contained therein is accurate. The line items in the report and 
the supporting information required are discussed below. 

The first three lines compute the total amount of funds 
available to write subcontracts for the current fiscal year; the 
first two lines are needed only if the project is in a second or 
later year. The amount expended through the prior fiscal year 
will be an estimate at the beginning of a new year but will be- 
come a final amount after all subcontracts related to that year 
are closed. 

The next section breaks down the current year into actual 
expenditures on completed subcontracts plus the amounts obligated 
on active subcontracts. This is then reduced by formal deobliga- 
tions and estimated amounts that will be doohligated on active 
subcontracts, Tlie latter estimate can be bnsod on past experience 
adjusted for any known changes or, more precisely, it can be ob- 
tained from local offices' analysis of active subcontracts. The 
remaining items on the report are self-explanatory. 

'J'li<M'(» at*f* I wo :i I I r r n;i ( i v<'S In controlling f(>s(s Incurred 
under sulx'oul riic Is (»llh(»r by inn n^mon ths oT iulivlly ('<>U])le(l 
wilh iin avorngt^ cost por mnn^month or by innintaining dctailtnl 
records of oxpendlturos for each subcontract, ri\o former is con- 
siderably simpler, l)u t less accurate; although average costs per 
man-month did not fluctuate considerably, they could fluctuate, 
especially with sjaall activity. FJom experience > cqrtain hourly 
wages were in excess of twice the hourly rate of others. The 
latter method is considerably more time consuming, l)ut,^much more 
accurate. In Vermont, during the third year, it was decided that 
this metliod of detailing information would be used, and such rec- 
ords would be kept at the local office, thus spreading the workload. 
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Subcontracts 



ILLUSTRATION 3 
for Training Summary Status Report 



For semimonthly period ended 

Training Salaries 

Total funds available, entire project $ 

Less. Expended through prior fiscal year _ 

Balance remaining^ current 
fiscal year $ 

Funds expended on this year's 

completed subcontract^^ to date $ 

Total obligation on uncompleted 

subcontracts (through subcontract number) 
to date $ 

Less. Amounts formally deobligated 

on above uncompleted subcontracts ( 

Estimated amounts on active 

subcontracts that will not be 

expended ^ 

Balance 

Less. Funds transferred or estimated 
to be transferred from SW sub- 
contracts for training salaries to 
other purposes ^ 

Balance , representing 
amounts that may be 
obligated for future 
SW subcontracts salaries 
and expenses $ 
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This method was tried in the fii'St year at the Central Office 
level, but it was abandoned becav\so of time pressvire. The man- 
month average cost method is used in preparing the funds budget 
allocation to each local office. 

Local offices can be expected to be cooperative in provid- 
ing financial Itiput to the project management, but only under 
request and supervision by the financial management. Local 
office Managers are concerned only to the minimum extent necessary 
about the financial aspects of the project. The local office 
does not directly benefit in providing trainee statxis data to the 
Central Office or policing employer billing problems. Local 
office personnel arc concerned with costs primarily to the extent 
that they do not write subcontracts in excess of the amounts they 
have been alloted. For these reasons, if expenditures are con- 
trolled tlirough detailed subcontract analysis, supervision by the 
Central Office staff will bo necessary. iv is difficult to rec- 
ommend which of tlie two methods is best, aid it will dopond on 
the particular PtSK project'. For example, if most slott: are of the 
approximate same duration and cost per hour, the man-month method 
should work satisfactorily. 

Even in a program wliose planning cannot be faulted, opera- 
tions usually differ to a certain extent from the budget or plan. 
Most events and areas where potential problems can occur have 
been fully expressed in Section IV of tlie monograph; ttiey are 
summari^ed in the form of a brief guideline here; 

1. Coordination with the local offices should bo on a copitinu- 
ing and scheduled l)asis. The position of the local office 
has been outlined under planning. Specifically, financial 
management personnel sliould visit the local offices on a 
regular basis to answer questions and to follow up billing 
irregularities, subcontracts not closed out, terminations, 
trainee slot allocations and projected future activity as to 
subcon trac ts . 

2. Tlie working l)udget should bo revised as necessary when new 
information becomes available or when coiuiitions have changed* 
Variances of actual operations from budgets sliould be prompt- 
ly investigated and revisions to the budget made or correc- 
tive action tnkon. 

3. Coord ina t it>n will^ agoi\cy Fiscal Section slioulcJ bo inidortaken 
to assure accurate and current informa tioji rc^garding !iet 
funds obligated, follow-up on employer l)illing and payment 
delays > completed subcontracts not closed out and estimates 
of funds to be spent on current subcontracts. 

C • Responsibilities of the Local Office Staff 

This financial management system is designed around the 
principle of decentralization, whicHi entails the generation of 
most of the detail at the local office level with supervision at 
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the Central 01 t ico level. This principle is ideally suited to 
PSE subcontracts in that the local office is in the 'position to 
know; it is in contact with the records and sovirces of informa- 
tion employer invoices, subcontracts, allocated l)udp:et, un- 
filled slots that might be deobligated, the employer and the en- 
rol lee . 

When a subcontract is written, the local office records the 
amount of subcontract funds obliRated and the corresponding re- 
duction in funds tiiat may be obligated in the future. On a 
monthly basis, the amount available for fvituro obligations can be 
updated by adjusting for funds which will not be vised on exist- 
ing subcontracts and, hence, which may be deobligated. The bal- 
ance of unobligated funds can then be compared with that of the 
COS which has been prepared from its own information and that of 
the Fiscal Section. 

The local office is the contact with the employer and the 
enrol lee. Consec[uently , potential financial management problem 
areas sucli as erratic employer billing, errors in invoices and 
enrollee absenteeism — should be resolved to tiie extent possible 
at this level. 

In summary, the Vei'mont project was experimental by defi- 
nition and natviro, and although every effort was undertaken to 
design and implement a sound financial system from the beginning, 
changes were made to the original system as actual experience 
pointed up shortcomings of the original design. 

By the fall of 1973, Vermont's financial management system 
appears to be sound and well functioning. The one recommendation 
of this report is that an overall summary status report similar 
to ILLUS TRATION 2 be implemented to tie all tlie financial re- 
portintc information together into a one page summary. Move than 
the information that is contained in the report, its preparation, 
if done properly and currently, should insure tliat the Central 
Office financial staff knows exactly where tiie projecrt stands as 
to funds expended, obligated and remaining to be sj)ent on future 
subcon trac ts . 

From the eX|nM'ienco of the Vermont project, it can be 
stated that the project's financial management should make every 
effort to know where the pi'oject stands on a c ur ren t l)as is to 
maximize the project's goals to utilize |>rojc»ct funds to the 
maximum ol their availability (but not to overobligate funds) 
and to perform tJie task in tiie smoothest possible fasliion a 
task made difficult because of the financial variables inhei'ent 
in til is type of a project. 

Other points learned from Vermont's experience: 

1, Importance of decentralized budget and control of 
subcontract salaries and expenses. 
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Importance of tfio 

sufficiently cloJeT'?he'tf"^"'''^»^R*^'^ont to be 



SECTION VI 



SUMMARY 



This monoRraph describes the financial history of the pro- 
ject, discusses the financial procedures and controls of the 
project experience, enumerates and discusses potential problems 
that could develop in the financial management of Public 
Service Employment programs, suggests steps that can be taken to 
avoid them, and proposes a program for the financial management of 
PSE projects of this type in general. 

The experience in this Experimental and Demonstration 
Manpower Pilot Project affords an excellent case study for this 
monograph, because during the height of Special Work subcontract 
activity there developed an overobl iga t ion of S\V subcontract 
funds. The overobl iga t ion did not develop into an overexpend i ture , 
and subsequently an improved set of systems and controls was 
e.stablished. The project management believes that the problems 
occurring involved factors that would apply to all manpower pro- 
grams involving the employment of trainees or clients. 

His tory : 

The monograph traces the history of the project from its in- 
ception in July 1970 to the present and discusses the financial 
procedures and controls, and the l)asic data record system employed 
by the project. A significant portion of ttiis section traces the 
growth of the project from a small pilot program in two offices at 
the start to a project budget in excess of one million dollars in 
the Fiscal Year 1972, with a program covering the entire state. 

Financial Procedures, Controls and V a r i a bl : 

Assistance in understanding the financial management of the 
project is provided by a discussion of the fiscal procedures, fi- 
nancial iga I ions under subcontracts and othr^r financial vari- 
ables. The section concludes with a summary of the financial 
variables that can be expected in the administration of PSE sub- 
contracts. The section explains the concepts of subcontract ob- 
ligations and how ttiis amount may differ considerably from 
amounts actually expended. 

Potential Pitfalls and Their Avoidance : 

The third part of the monograpli describes the financial 
management experiences learned from the E&D Project in terms of 
a discussion of potential problems that can be expected in the 
financial administration of similar PSE programs and the steps 
t|iat might be taken to avoid them or minimize their effects. 
The emphasis is on the difficulty of knowing exactly where you 
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stand on training salaries due to the differences between ob- 
1 tinted and the actual expenditures. Recommendations, based on 
the experience of the Vermont project, are presented which 
stress and explain the necessity of sound budget system in order 
to realize the Roals of the project. In addition, this section 
discusses metliods of controlling subcontract costs, recommonding 
improvements over the method of usint; slot levels as a guide. 
The importance of a decentralized man-month budget is stressed to 
improve the control over training salaries by having budgets or 
guidelines at the local offrco ^vel. Other items stressed in- 
clude the importance of the pv^jject Manager's close proximity to 
the activities in order to b*: aware of unusual problems on a time- 
ly has is J importance of experienced financial management per- 
sonnel, and a discussion of miscellaneous problems, sucli as em- 
ployer billing, delays and cooperation with the contracting au- 
thority's fiscal department. 

Progr a mmed Gu idol incs : 

This section of tfie monograph provides a sot of programmed 
guidelines, based on tlie experience learned from this exporin;en- 
tal project, for the financrial management of PSK subcontracts in 
general. The enipfiasis in these guidelines is on planning. 

After a discussion of the planning aspects, this section 
establishes a list of specific duties and responsibilities for 
each center responsible for certain aspects of the financial man- 
agement of PSE subcontracts in general. Areas of responsibility 
are the Central Office Staff, the local office staff and the 
Fiscal Section of the Department of Employment Security. 



A summary of guidelines follows: 



PI a nn ing : 



1. Initially, the scope of the project should be defined by the 
project management or the agency receiving the PSE award; the 
implications on finances and financial controls must then be 
do term ined . 

2. With the knowledge of the scope, appropriately experienced f i- 
na nc ia I mnna gomon t per^^on^le 1 mus t Ijo so loc tod a nd h i rod a t 

the earliest (hi Lo possible. It is cmj:)has izod that this is the 
most important step in having a sound financially managed 
projec t . 

3. Tlie flow of information and the related controls should next 
be planned and then implemented . 

• 

4. A reasonal)ly detailed budget should be prepared, planning the 
amount and the timing of funds to be spent. Key points 
emphasized are decentralization, flexibility, sufficient de- 
tail, and balanciiig the benefit of controls and information 
with costs. 
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The followinif guidelines detail the respojis ibili ties of each 
of the sections: 

Central Office Staff : 

1. Prepare yearly budget and allocate portions to local 
offices , 

2. Prepare monthly comparisons of actual and budgeted 
amounts expended, and revise budgets as necessary. 

3. Supervise local office financial management responsibil- 
ities . 

L ocal OEf ice Staff : 

1. Prepare monthly comparison of amounts obligated and 
expended with budge t • 

2. Deobligate unexpended funds. 

3. Comtium ica te with employers to assist in keeping billing 
up to date and training problems. 

Fiscal and Financial Sections : 

1, Establish necessary forms and procedures for employer 
billings, reimbursement from UOL, record maintenance, 
and payment to employers » 



The guidelines also include a discussion of the reports and 
forms required for sound financial management, svith an emphasis on 
a one page semimonthly fona which indicates the status of the fi- 
nancial obligations and expenditures for salaries of the project. 
Finally, it l)riefly discusses important points from the operations 
stage » whicli have been brought out in detail in the section on po- 
tential problems . 

In summary, successful financial management of PSE projects 
is a result of hiriiig financial personnel qualified for the Job, 
the design and implementation of a sound working budget, and keep- 
ing on top of the linancial variables of tf . project by demanding 
current information and troubleshooting proijlem areas pronxptly. 




APPKN'niX A 

ORGANIZATION OF VLHMONT K&l) PROJECT AT I NC K PT TON 



Su po i"v isor 
E&D Project 



(Reports to ES Director) 







sJp 


i 


Mgt. Analyst (2) 


Technical 




Publication 




Writer 




(not filled) 


Technical Asst. 





Clerical 

Secre tary 
Clerk 

Account clerk 



Ch i ttondon (Burl ingtoii) 
Coun ty 



Lamo i lie (Morr is ville) 
Ccjun ty 



Su per V isor 
Counselor 

Manpower Specialist 

Coach 

Clerk 



SiipoJ'v isor 

2 Ccjunselors 

Manpower Specialist 

Coach 

Clerk 
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APPENDIX Al 

INITIAL PROJECT Sl:\YV 

For the First Year of the F:s:I) Pro.ioct , to Jui^o :50, 1971 
(Total stall 18; Prof ess ioii;i 1 13, Clerical 5) 



Central Office: 

Pr6je<*t Siipervisor 
MatiaKc^ineiit Analysts (2) 

Technical Assistant or Einployiiicnt Service Specialist 

Account Clerk 

Secretary 

Clerk 



Field Offices iBurlinmoj. :rijd M(; ^ • :.s v i lie ) 

Operations siiperv isors (2) 

Coutiselors ('A ) 

Ma n powe r S pe c i ;i 1 is ts (2 ) 

Aides or Co;uMu!S (2) 

Clerks - Sleno « (Ij ) 
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APPENDIX B 

E&D ORGANIZATIONAL STRUCTURE - 
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APPENDIX C 



FORMS AND RKPOllTS USKD IN ADMINISTERING PSE SUnCONTUAC'l^ 



Ap[)ond ix 
CI 



ritlo of Fcn'tn /Rcpor t 
Subcon trac ts 



C2 



C3 



C4 



Tra inoc S ta lus Form 



Time Card / Invo ice 



SuK^cHtcd L(>K to bo 
Maiulnined by Central 
Oi'f ico 



Purpose 

Forma 1 ize n^roomont botweon 
Employer and PSE Project. 
Different ftjnus ai'c used de- 
ponding on whotlier employer 
is within tlio Vermont OES , 
anotliev State agency, or a 
nonprofit organization not 
connected witli the State of 
Vermont . 

Advises Cotitval Office of 
any clian^o , includ ing 
c omin e n ( : em o n t o f wo r k , of 
each tra inoe . 

Accumiila tos tra inee time 
worked for puri)ose of train- 
ee pay and reimbursement to 
em j)loycr . 

Mon i tors su boon trac ts a t 
Central Office. 
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APPKNDIX CX 



SUBCONTRACTS 



Svib(*onl racl N(i » 
1 KS-T 1) Nvimbur 



CONTKACT R)K CONDlfCT AM) 
ADMI Nf .STHATFON OK WOKK TimiN^NCi 



This CtHili'nfl is ontoj-eci inli) this dny oJ* 

. bolwcMM^ t iio SLulo or Vo'iiioiiL, noprTjTnriTnT ol' Kniploymou L 

So<ruriLy, Monlpulior, VormonL, a Govovj^mouL A^^CMicy, horcinaTte:* 
called Iho "Con t rac lor " and 

TTi a mo ami ad d r u s s of^ulJcoii t rac tii\^ 

a 

I 'a r I y^* rn>TpT) I'^lTo if) Of u TiTcTrpalTTy"! louTT) 

undor Mu* laws ol tht? Sin to ol" , heroiii-- 

allor called Lho "yuboontraclurT'^^ 

WinnU'lAS, lho Conlrnctoi', nii i lio :iOUi day ol Juno, 1970, 
riMroivctJ a t:onlra<*l undor [\\o Manpower J)e V(j I opiuen I and 'j'ralnin^^ 
Ae. I oT \\\{\2, as [utioiulod (Mi)TA) \ rain lho lh>ii(Ml Stales Deparlmenl 
ol Labor, Manpower Adm i n i s I ra I i i)n ( he re i luH i f) I'elerred lo as lho 
DOh), saiil ContraeC boiui; desi^ualcd as ConU'acl No. S'/!~'IS-7 O-tiO ; 
aiui " 

U'llKKKAS. pursnanl lo s:i i d Contract llie C\ni t I'ac t or is ujider- 
takin^; certain activities; and 

WHl'in^AS. lh(> Conlrnclor dcrsiros lo (Mu:a;:(» I he yubcont j*ac tor 
lo reiuler certain assistance in sucli undei' ta k i n^ ; 

Now Ihnreloi'e the Contractor and lho Subcon 1 rac lo i' do mulually 
fip;i'ee as follows: 

A>n'M'f.l' I . S<.'()P]' Qi' VrOK'K 

SnbiMUi 1 i-a«* I or * s aecepled Srofx' ol Work on ( 1 i nod in 11]^; pro- 
pcjsa I is allachcMi hereto and a pn r ( ther(M>l imd shall r.overn Ihe 
work o I this C'lm t vu r. \ , 

aktum: PKUifMy oi' tiik coN'im.'Act 

'I'he Snbcoji I rar I or shall coniiuencf? pe r I ornunice under the terms 
and cuntii lions ns timlunlly estahlish<Ml iierein on Ihe day 

anrl such i)or lonnance shall be coiTp ioTcHMTo 

la I or than day ol' 19 
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to ro\mtiursi» Llio SuhcoiUruu Lor allownl)lo rosls inuurrou, ui an 
amouuL not lo oxi'pod (wriLlen dollar amovnil) ($ ) 
lor lull iWHi cojiiptolo porlormancto of tliis an rccMTTiTiTL n~accorda]Tro 
with UOli rouvilalions )-(jlntiiv^ to Allowable PayinenL and in accord- 
ance with Uie aUauhod proposal. 

AHT^CI.K 4 . ({K^HJin'i Ni; 

The Suhdon t rac: I or shall prepai'o and svil)iiiit such reports 
as may ho ro<inirnd I rom liino lo lime in such tonnaL and detail 
as directed hy tlie Contractor. 

AKTTC^LK f). PKfM i CONTHACi' 

Tlio Siihron ( rac tor herohy agrees upon execution of this 
aure(;nuM\t thai ihe(;enoral Prcn'isioiis (Altarhmcnt )0 ol the 
Prime Conlracl No. 81^-18-7 0-:m) h^ • i atmmi the IJn i ( ed ytatos Depart- 
nient ol T^ahor and tlio .State oT Vcniiont, nepn r t iii(,'n t ol l-jupl oyiuen L 
SecAirity arc i nr.or pora t ed into and become part ol" this a^ree- 
iiien t r 

Ain'iCI.K i\, CoNTKACr APl^UOVAI, 

It is her(M)y umhM's t.oorl and mnluaUy aj^rcMHl that not- 
wilhs(andinu any v>tluM' article <>r this t'tjutraet. it shall not 
boc-v>iiio eMeotive until such I i nu? as the Dopar'lment ol" Lal)or 
C!on I rae t ui'i olliciM' has reviewed and approved tiie execution 
ol this Cv)u t rac t . 

STATK OF VERMONT 
ivKPAiri'MKNT OF KMPl.OYMKNT 
SKCUIM 'IT 



sT];nn tui*'e 



Typecr~Namo ahJ fi'fle 
Approved as to r'or-m { Subcon I ra r t oi* ) 



7\ t it>rn<»~v iiiMii-ra l ' • 
St a { ol V^M'iiioji I 



Si Kua { u r<! 



'l"y pVd'^'Naisie"' a \ ui T ITre" 



» Counse 1 
lUipartmont ol Kiuploymen t Securi ty 
State or Vermont 4(3 
O 
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standard T ndustrial Classification 



PROPOSAL FOR SPKC T AL WORK PRO JECT 
WrTH VERMONT Di^PARTMENT OF EMPLOYMENT SECURITY 
(Expeinmental and Demonstration Project) 



submit ted by 



(name of employer/subcontractor) 



CdPte) 



(name address of employer/subcontractor) 



proposes to conduct a Special Work Training Program to bo 

carried out at be^^iiuiin^^ on or about 

(location) and ending; 



The trainln^r will be carried out in accordance with the 
attached Training Plan under the general supervision of 

(compa ny oriTp I oy ee res pons i b ie for supGrvisipn cTf 1 ra i neosT 
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T TltATNING PLAN 

tinployer/subcont rac tor proposes to provi do Spec ial Work 

training lor _^ employees in accordance with the plan 

below: 

Kmployer/subcont rac tor proposes to provide the above Special 

Work Training tor a total cost ol $ in accordance 

with this proposal. 

IT. KLTGTBTL^TY 

The final responsibility ioi' determining Kligibility 
lor Special Work training; will be made by the Vermont Department 
of Employment Security. 

T M . NA RRATTVE DESCRIPTION OF THE SCOPK OF WQHK OK THIS PROPOSAL 

(A narrative description of what will bo done, who will 
be served, what equipment and materials will be used, what 
services will bo provided to trainees, and any other inform- 
ation necessary to describe wliat will be included in tlie Special 
Work pro^^ram. This section should also contain a statement by 
the employer which explains in detail the potential for perm- 
anent non-subsidized retention ol the trainoe(s) subsequent to 
the Special Work training provided for by this subcontract; 
such statement will be considered when deciding whether to 
approve or disapprove tliis subcontract proposal.) 
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(A specific rjescriplion oi how the empl oyojv'subcon I raclor 
stair will be used to implomoDt the pi'Oj^ram, and a spoci- 
lic dositriplion of how Vermont Departmoni oi Kmploymont 
Security slaif will be used to implemeut the program.) 



UKPouri Nc; 

Form ''J'^^' l)-6r)(5" will be coinplelod by the (Mnployei* 'sub- 
con tractoi' monthly. (See Attached Sample). 

At the discretion ol the subcron t rac t i employer, Sp(M'ial 
Work (rapK^j^niay be released f J'om wcn'k lor suj^porlive 
sor i a 1 iTnd 'or hcaltli service treatmenls nt)l to exceed 10 
hours in any workin^^ week. Tn order loi* trainees to 
receive pay during such absences from their r(?^;ular train- 
ing lobs, lull docnimental ion must a(!com]>any "Special Work 
Knrollee Tiine Card And rimployer's Monllily Tnvoice." 
(Form h\D-666) 



Payment to empi over /subcron I ract or will bo made.* oji a i!ost 
rc^mbu^^semf?n( basis with billinv^ lo lie subjnittod to Vej*- 
mont Department ot F.mployment Security every 30 days. 
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VII. SPl-CIAL WOUK PllOJKCT TIWIMIXG PLAN 



Uatu 
Conti^aclor ; 

Vcrmoiu Ueparlment of EniploymcMU Security 
Box 48S 

MontiJol lor , Vermont 05602 



Contract No. 
Project NO. 



Subcont ractor 
(01 I or or) 



Telophono 



iu . Project :jclicdiile : 

(a) Length oi" Project: Total Hours 



Hours per Week 



Number ol Weeks in Period ol Enrollment 
Start iJate Kud Date 



(b) Number to be Enrolled 

(c) Uoekly Schedule 



. VVa[^e ItiJ'orn^alion : l>erceuT Dollars ^ 

Employer' 55 Portion of Gross Costs 

Cost Hoijiibursejfien t to Employer 

Total Estimated Costs 

Wa^es will be paid to traineo(s) on a basis, and wa^o 

reiml)urseme?i ts to the ejiiployor/subconti'actor will be made on 
a monthly basis. 



Ovorji TlPi'ojec t Summary 



Kn ml lee 



DOT Job Ui). oT 

Ti tie and J^nrol leodWorlJWa^'e 



Code 



FRIC 



Weel< Per 



Hrs. 



Hrs. 



No. 

of 

Wks. 



T<7raT 

U'ks. Per 
Enrolloe 



\\kTy 
iVa^ePo r 
Enrolloe 



ru^xj 

Wa^e 

Payments 
i;nro 1 lees 



^. mpl * r 
Wa^re Ue- 
imbu rse- 
jiient 
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VMI. nKSPO>/SIBMi^TY VQIX ADMI NI STIIAT^ ON OF SUI3C0NTHACTS 



The omployer/subcon t rac tor clos i ;^nn t es ^ 

teloplione no . ( or such other individual as it may 

name In wri t In^; wi t h not ioo to the Contractor) as the individ- 
ual in charge ol tlie administration oi its pronnsos, duties, 
and obligations under this contract. 

The Contractor designates ^ 

telephone no . (or any other i ndi vi dual as i t may 

name in writ iu^ wi th not Lee oi' employer/subcontractor) as its 
represen ta t i ve . 

yX. CONDTTIONS OF THIS SUBCONTRACT 

The employer/subcontractor will maintain appropriate 
standards ior the healtli. safely, and other conditions appli- 
cable to the work to be perlormed and will provide Workmen's 
Compensation protection loi' all trainees, or r^i^cident and 
liability insurance coverage to an extent equal to such 
protect ion . 

A. The employer /subcont ractor aM:rees that those Jobs will 
serve a useful purpose and will not result in the displace- 
ment of any e^iiployed workers. 

B. The employei'/subcont ractor a^^rees to employ 1X1) enrol lees 
under the following conditions: 

1. Knj'ollees will be paid their regular- fiourly rate ior each 
hour worked up to and including 40 hours pei' week provi ding 
each working day does not exceed 8 liours. For hours Tn~excess 
of 8 per working day or in excess of 40 per work week trainees 
must be paid time and a half as specified on page 22 of the 
(ietioval Provisions, Section A. "CoiUract Work Hours Standards 
Act-Over-t ime Com pens a I ion . 

S ubc ont £ acting employer's aj' e solel y r e spon s i bl e for the 

pnyincn t o i ovo?- 1 i me wages to t ra i noes un 1 ess s p"ec i f i ed o L her- 

wise in the subcontractt training plan. 

T^'a i nee will be gua I'an teed a t least :{0 hours work per week. 

2. r:ni*olleos will be paid a minimum of one dollar and sixty 
($1.60) per houi* lor all Jiours worked up to forty (40) hours per 
week and in IIjo same manner and freriuency as regular hour'ly 
employees. Fnrollees will be entitled to regular wage increases 
in acicordance with company policy. 

. All wages are subject to income, social sec:urity, and 
all other applicable taxes. The employei'/subcon t ractor will 
submit payroll information monthly witiiin thi-ee Ci) working 
(hiys oa(jh month from the original starting date of the contract 
( Heo snjiiplo for r>.I>-()G6 attac:hed hereto.) 

4. The employerVsubcrontractor will pi-ovide atiequate supervi- 
sion not to exceed a ratio of less than one (1) supervisor to 
ten (10) enrt^l leos . 

5. T!:e empl oyer 'subcon t r'ac t or will maintain adociuato standards 
for lioallh, safely, and other conditions applicable to the 
perlo)'mance of woi'k, 
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6. Tho employor/svibcontractor will maintain enrollco time 
card reports on lorms supplied by 1),K.S. and submit them to 
D,E,S. monthly (Form "1*0-666"), 

7. Authorized representatives of the 1).E.S\ staff will main- 
tain liason with the Sponsor or his representative and enroll- 
oes to provide supportive services as required. 

8. The employer/sul)contractor will allow authorized represent- 
atives ol tlie IsSil) staff to review i\\o activity periodically 

to determine the progress beiny made by the enrollee. 

9. Whenever possible, litD will notify the employer/subcon- 
Ij'nctor two (2) weeks before terminating an enrollee's employ- 
ment. Kmployment in the Special Work pi'oject will be termi-- 
uated whenever such action serves the needs of the enrollee. 
The employer/subcontractor will notify E^D before tor]rtinatin{< 
an eni'olloe's employment giving EiD the opportunity to try to 
resolve the problems, 

10. The following conditions govern policy with respect to 
sick leave, holidays, and vacation periods: All accrued sick 
leave, vacation leave ov holidays must be used by an enrollee 
within the inclusive dates of tliis subcoiUract in order to be 
reimbursable by the Department of Kmployment Security. Partic- 
ular conditions for sick leave, holidays, and vacation periods 
which apply to this subcontract are: 

to be completed ^ ^ 



11. FICA (Social Security) is provided and paid for by 



12. Workmen's Compensation is pi'ovided through 



13. Dosci'ibe in detail any other conditions of trainee employment, 
fringe benefits offered and payment thereof 
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Agreement No , 
IRS- ID Number 



AGREEMENT FOR CONDUCT AND 
ADMINISTRATION OF WORK TRAINING 

This Agreement is entered into tliis day of 

19 , between the State of Vermont, Department 

of Employment Security, Montpelier, Vermont, hereinafter called 

the *'Contrac tor'* and 

(name and address) 
> here ina f ter called the "Agency . 

WHEREAS, the Contractor, on the 30th day of June, 1970, 
received a Contract under the Manpower Development and Training 
Act of 1962, as amended (MDTA) from the United States Department 
of Lahor, Manpower Administration (hereinafter referred to as 
the IX)L), said Contract being designated as Contract No. 82-48 - 
7 0-30 ; and 

WHEREAS, pursuant to said Contract the Contractor is under- 
taking certain activities; and 

WHEREAS, the Contractor desires to engage the Agency to 
render certain assistance in such undertaking; 

Now therefore tlie Contractor and the Agency do mutually 
agree as follows: 

ARTICLE 1. SCOPE OK WORK 

Agency's accepted Scope of Work outlined in the proposal 
is attached hereto and a part thereof and shall govern the work 
of this agreement. 

ARTICLE 2. PERIOD OF THE AGREEMENT 



The Agency shall commenoo performance under the terms and 

conditions as^ mutually established herein on the _ day 

of 19 and such performance shall^^e completed 

no later than day of 19 



ARTICLE 3. CONSIDERATION 

In consideration of the foregoing the Contractor agrees to 
reimburse the Agency allowable costs incurred, in an amount not 

to exceed (written dollar amount) {$ ) for full 

and complete performance of this agreement in accordance with DOL 



ro^?ulations relating to Allowable Payment and lu accordance with 
the attached proposal. 

ARTICLK 4. REPORTING 

The Agency shall prepare and submit sucli reports as may be 
required from time to time in such fomat and detail as directed 
by the Contractor. 

ARTICLE 5. PRIME CONTRACT 

The Agency hereby agrees upon exeoution ot this agreement 
that the General Provisions (Attacliment i ) of the pritiio contract 
no. 8 2-48-70-30 between the United States Dopavlmont ot Labor 
and The State of Vermont, Department of Er.iploymont Security are 
incorporated into and become part of this agreement. 

ARTICLE 6. AGREEMKN'r APPROVAL 

It is hereby understood and mutually agreed that iu>t~with- 
standing any other article of this Agreement that it shall not 
become effective until such time as the Department of Labor 
Contracting Officer has reviewed and approved the execution of 
th is Agreemen t . 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURI'lY 



S igna ture 



Typed Name and Title" 
Approved As To Form (Agency) 



A t Idviiuy Cicuc ral 's Off ice S igiia ture 

State of Vermont 



Ty ped Name and Title 



, Cou nsoi 
Dopnr tiuojit o f I'in ploj'ifie n t Seciuri ty 
State of Vermont 
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PROPOSAL FOR S PECIAL WORK PROJECf 
WITH VERMONT DEPARTOENT OF EMPLOYMENT SKCURI'IT 
(Experimental and Demonstration Project) 



Submitted by 



(Name o! Agency / 



TName & Address of Agency 

proposes to conduct a Special Work Trainin^^ Pro^aMni to be carried 

out at beginning on or about 

CCocat ion) 

and eiidin^ ' 



1*ho Iraitiinu will be carried out in accx^rdanco with tlio 
attai:liod Trainin^^ Plan under the general supervision of 

T^C^oncy oiu pi oyeo res pons ible 
for sui)crvision ol' trainees) 

I . TRAINING PLAN 

A^'cncy proposes to provide Special Work trainin^^ for 

employees in accordance with the plan below: 
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Affenoy 
for a total 
proposn 1 . 



proposes to 
cost or $ 



provide the above Specinl Work training 

in acoorchuK'o with tliis 



II 



ELIGTRILITY 



The final responsibility for determining EliRibility will be 
made by the Vermont Iirpnrtment of Employment Security, 

III, NARRATIVE PFSCRIP TION OF THE SCOP E OF WORK OF THIS PROPOSAL 

(A narrative description of" what will be done, who will lie 
served, what equipment and materials will be used, what sei'vices 
will be provided to trainees, and any other inTormation necessary 
to describe wiiat will bo iiu^luded in tlie Special Work Program,) 
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IV. STAFF 

(A specific description of how the Agency staff will be used 
to implement tlie prof^i'am, and a specific description of how 
Vei^mont Department of Employment Security staff will be used 
to implement the program,) 



V, REPORTING 

Form '*E&D-666" will be completed by thv Ap:ency monthly, 
(See Attached Sample). 

At the discretion of the Agency, Special Work trainees 
may be released from work for supportive social and/or 
li^alth service treatments not to exceed 10 hours in any 
working week. In order for trainees to receive pay during 
such absences from their regular traininf? Jobs, full docu- 
mentation must accompany ''Special Work Enrollee Time Card 
And Agency's iMonthly Invoice/' (form E&D-666) 



VI. BILLING 

Payment to Agency will he made on a cost reimbursement 
basis with 1)111 ing to be sul)mitted to Vermont Department of 
Employment Security every days. 
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VII • SPRCTAL WORK PROJECT TRAINING PUN 



Agreement No, 

Date Project No. 



C ontractor : ARency: (offerer) 

Vermont Department of Employment Security 
nox 488 

Montpelier, Vermont 05G02 Telepliono 



^ ' P^'<^>.) G<^' t Sc^hedule : 

(a) Lenj^th of Project: Total Hours Hours Per Week 

Number of Weeks in Po r i o of K n r o 1 1 m o n t 
Start Pate End Date ' 

(b) Number to he Enrolled 



(c) Weekly Schedule 



2. Wage Information : Porcont Dollars 

Agency's Portion of Gross Costs 

Cost Reimbursement to Agency 

Total Estimated Costs 



Wages will be paid to trainee (s) on a basis, and wage 

reimbursements to the Agency will be made on a inontlily basis. 



3, Overall Project Summary 



• — 

DOT Job 
Title anc 
Code 


No. of j 
Knvol loo?5 


Knvo 

m-s . 


lloo 
Wn go 
Pc r 
Hrs . 


No. 

of 

Wks . 


Total 

Wks . 

Por 
Enrol leo 


Wkly 
WaRo 
Por 

Enrol loe 


Total 
Wage 
Pay men ts 
Enro 1 loos 


WngoHo- 
imbuVHO- 
m out 
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Vtll. RESPONSIBILITY FOR ADMINISTRATION OF AGREEMENT 



The Agency designates , telephone no, 

(or such other Incilvidvul as It may name in writing with notice 
to the Contractor) as the individual in charge of the administra- 
tion of its promises, duties, and obligations under this contract* 

The Contractor designates , telephone no. 

(or any other individual as it may name in writing with notice ot 
Agency) as its representative, 

IX. CONDITIONS OF THIS SURCONTRACT 



The Agency will maintain appropriate standards for the 
health, safety, and other conditions applical)le to tlic woi'k to be 
performed and will provide Workmen's Compensation protecttion for 
all trainees, or accident and liability insurance coverage to an 
extent equal to such protection, 

A, The Agency agrees that these jobs will serve a useful pur- 
pose and will not result in the displacement of any employed 
workers . 

B, The Agency agrees to employ ESiD enrollees under the follow- 
ing condi t ions : 

1. Enrollees will be paid their regular hourly rate for each 
hour worked up to and including 40 hours per week pt r>vid- 
ing eacJ) working day does not exceed 8 hours. For houi's 
in excess of 8 per working day or in excess of 40 per work 
week trainees must be paid time and a half as specified on 
page 22 of tlie General Provisions, Section A, ''Contract 
Work Hours Standards Act-Overtime Compensation,'* 

The Agency is solely responsib l e fo r the payment of ov er- 
time wages to trainoos unless s^pecific?d o tfun'wise in tlie 
sitbcontract fra ining plan > 

Trainee will bo guaranteed at least 30 hours work per week. 

2. Enrollees will be paid a minimum of one dollar and sixty 
(1,60) per hour for all hours worked up to forty (40) hours 
per week and in the same manner and frequency as regular 
hourly employees, Enrollees will be ontitleci Lo regular 
wage increases in accordance with company policy. 

3. All wages are subject to income, social security, and all 
other applicable taxes. The Agency will submit payroll in- 
formation monthly within three (3) working days each month 
from the original starting date of the contract (See sample 
ttfiM E&D-666 attached hereto), 

4. The Agency will provide adequate supervision not to exceed a 
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ratio of loss than one (1) supervisor to ton (10) enrolloes. 

5. The Affoncy will maintain adequato standard.^ fo)' health, 
safety, and otlior conditions applicable to the performance 
of work* 

6. The Agency will maintain enrollee time card repo)'ts on forms 
supplied by D.K.S. and submit them to D.K.S. monthly 

(Form "K&n-(^6(V') . 

Authorized representatives of the D.E.S. staff will maintain 
liaison with the A^^ency or its ropresonta t i ve and enrol loos 
to provide supt)ortive servic^?s as required. 

8. The Agency will allow autliorized rein^esentn t i vos of tho F&D 
staff to review the activity periodically to determine the 
profi;ress beinj^ made by the enrollee. 

Whenever possible, ESiD will notify the A^^ency two (2) weeks 
before terminating an enrol loo's employment. Kmployment in 
the Special Work Pi'o.ject will be terminatcHl whenevei* such 
action serves the needs of the enrollee. The Af^ency will 
notify E&D before terminating enrollee's employment giv- 
ing E&D the opportunity to try to resolve tlie problems. 

10. The following conditions govern policy with respect to sick 

leave, hoi inlays and vacation periods: 

to he corn {)lo ted 



11. FICA (Social Security) is prf>vided and paid for by: 



12. Workmen's Compensation is provided throu^Mi: 
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Doscribo in detail any otiior conditions of t)*aineo omploy- 
moiit, fringe benefits offorod and payment thereof: 
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Subcontrac t No. 
IRS- ID Number 



DIRKCTIVE FOR CONnUCT AND 
ADMINISTRATION OF WORK TRAINING 



To: 

hereina ftor called the local office. 

WHEREAS, tlie Department of Employment Security, State of 
Vermont horelnaflor called the Contractor, on the *JOth day of 
June, 1970, received a Contract under the Manpower Development 
and Training Act of 1962, as amended (MDTA) from the United 
States Department of Labor, Manpower Administration (hereinafter 
referred to as the IX)L) , said Contract beinj; designated as Con- 
tract No. 82-48-70-30 ; and 

WHEREAS, puj'suant to said Contract the Contractor is under- 
taking; certain activities; and 

WHEREAS, the Contractor intends that the local office render 
certain assistance in such undertaking; 

Now therefore the Contractor directs the local office as 
follows : 

ARTICLE r. SCOPE OF WORK 

The lf>cal office accepted Sctopo of \U>vk outlined in the 
proposal is attached hereto and a part thereof and shall govern 
the work of this directive. 

ARTICLE 2. PERIOD OF THE PERFORMANCE 

The local offu^e shall commenco perftmnancc under the terms 

and conditions as established herein on the (fay 

of 19 and such perri)i'manco sh;\ll 

he coifTple tod no la ter than day of 

19 . 

ARTKXE 3. ALLOWAljLE COSTS 

Allowable costs incurred fur full and cnmplele ppr foi'inancc 
of this directive in accordance with 0.0. L. regulations relatinj; 
to Allowable Payment and in accordance with attached proposal 
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shall not exceed 

" (written dollar amount) 



ARTICLE 4. REPORTING 

Tho Local Office shall prepare and sulxtiit sucli reports as 
may be required from time to time in such format ajid detail as 
directed by the Contractor. 

ARTICLK 5. PRIME CONTRACT 

Tho Local Office shall comply with the General Provisions 
(Attachment B) of the prime contract no. 82-48-70-30 between the 
United States Department of Labor and the State of Vermont, De- 
partment oi Employment Security, incorporated Into and made a 
part of this Directive* 

ARTICLE 6, DIRECTIVE APPROVAL 

It is hereby understood and mutually agreed that not-with- 
standing any other article of this Directive that it sliall not 
become effective until such time as the Department of Labor 
ContractinK Officer has reviewed and approved the execution of 
this Directive. 



STATE OF VERMONT 

DEPARTMENT OF EMPLOYMENT SECURITY 



S igna ture 



Typed Name and Title 

Approved as to Form 



A t torney Geiieral oTTice 
State of Vermont 



, Counsel 
Department of Employment Security 
State of Vermont 

ACCEPTED 
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S tandard Industrial Class if ication 



PROPOSAL TOR SPECIAL WORK PROJECT 
WITH VERMONT DEPARTMENT OF EMPLOYMENT SECURITY 
(Experimental and Demonstration Project) 



Subm i t ted by 



(name of Local Office) 



(date) 



(name & adcfress of Local Office) 



proposes to conduct a Special Work Training Program to bo carried 

out at beginning on or about 

(loca t ion ) 



and ending 



The training will be carried out in accordance with tlie 
attached Training Plan under the general supervision of 

(local office employee responsible for 
supervision of trainees) 

I . TRAINING PLAN 

The Local Office will provide Special Work Training for 

employees in accordajice with the 



plan below 
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The Local Office will provide the above Special Work Train- 
ing at a total cost of $ in accordance 

with this proposal. 

II. ELIGIBILITY 

The final responsibility for determining Eligibility will 
be made by the Vermont Department of Employment Security. 

III. NARRATIVE PESCRIPl^ION OF THE SCOPE OF WORK OF THIS PROPOSAL 

(A narrative q .ription of what will be done, who will be 
served, what equipment and materials will be used, what services 
will be provided to trainees, and any other information necessary 
to describe what will be included in the Special Work Program.) 



IV. STAFF 

(A specific description of how the local office staff will 
be used to implement the program, and a specific descrip- 
tion of how. Vermont Department of" Employment Security 
staff will be used to implement the program.) 



V. REPORTING 

Form "E&D-666" will be completed by the local office monthly 
(See Attachment Sample). 

At the discretion of the local office, Special Work Trainees 
may be released from work for supportive social and/or 
health service treatments not to exceed 10 hours in any 
working week* In order for trainees to receive pay during 
such absences from their regular training .jobs, full docu- 
mentation must accompfiny ''Special Work Enrollee Time Card 
and Employer's Monthly Invoice*" (Form EStD-666) 

VI. B ILLING 

Billing with respect to cost reimbursement to the Department 
of Employment Security will be submitted by the local office 
to tlio Depnrlmont every 30 days. 
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VII. SPECIAL WORK PHOJECT TRAINING PLAN lUroctive No. 

Project No. 



Da to 

Contra c to r : 

Vomoat Department of Employment Security 
Box 488 

Montpeller, Vermont 05602 Telephone 



1 . Projec t Schedule : 

(a) Len^ith of Project: Total Hours Hours Per Week 

Number of Weeks in Period of Enrollment 
Start Date End Date \ 

(b) Number to be Enrolled 

(c) Weekly Schedule 



2 . Wat;e Inf orma t ion : 
Department Portion of Gross Costs 
Cost Reimbursement to Department 
Total Estimated Costs 
Wages will be paid to trainee(s) on a 



Percent 



Dollars 



basis, and wa^e 



reimbursements to the Department will be made on a monthly basis 

ni Pro 
INo. of 



Over a 11 Pr()jo(*I Summary 
Kiir^loe^ 



DOT Job 
Title ancEnrollee? 
Code 



WorkWa^o 
Week Per 



Hrs . 



Hrs , 



TToT 
of 
Wks 



Total 
Wks, 
Po r 

EJirolloc 



Wfy 

Wage 
Pc r 
Enrol lee 



TTTTaT 
Wage 
Payinen ts 



Enrol Iccj^ men t 



Empl'r 
Wage He- 
lm bursG- 



VI 11. RESPONSIBILITY FOR ADMINISTRATION OF WORK TRAINING 



The Contractor designates , 

telephone no. (or such other individual 

as it may name in writing to the Contractor) as the individual in 
charge of the administration of the duties, and obligations of 
the local office under this directive. 

The Contractor designates 

telephone no. (or any other individual as it 

may name in writing) as its representative . 

IX. CONDITIONS OF THIS DIRECTIVE 

The local office will maintain appropriate standards for the 
health, safety, and other conditions applicable to the work to be 
performed. Workmen *s Compensation protection for all trainees, 
or accident and liability insurance coverage to an extent equal 
to such protection will be provided by the Contractor, 

A. The local office will see that these jobs will serve a use- 
ful purpose and will not result in the displacement of any 
employed workers . 

The local office will employ E&D enrollees under the 
following conditions : 

1. The Etiroli^es will bo paid their regular hourly rate 
for each hour worked up to and Including 40 hours per week 
prov Id ing each working day does not oxcood 8 hours. For 
hours In excess of 8 per working day or In excess of 40 
per work week trainees must be paid time and a half as 
specified on page 22 of the General Provisions, Section A, 
"Contract Work Hours Standards Act-Overtime Compensation.'' 

Payment of overtime wages to traitioes unless speci- 
fied otherwise in t h e tra in ing p l an will be prov ided . 

Trainee will be guaranteed at least 30 hours per week. 

2. Enrollees will ho paid a minimum of one dollar and sixty 
(1.60) per hour for all hours worked up to forty (40) hours 
per week and In the same manner and frequency as regular 
hourly employees . 

3* All wages are subject to Income, social security, nnd dl 
other applicable taxes. The local office will submit pay- 
roll Information montlily witliln three (3) working days each 
month from the original starting date of the contract (See 
sample for E&D-666 attached hereto). 



4, The local office will provide adequate supervision nottj^ 
exceed a ratio of less than one (1) supervisor to ten (10) 
enrollees , 

5, The local ofiitre will maintain adequate standards for 
health, safety, and other conditions applicable to the per- 
formance of work. 

6, The local office will maintain enrollee time card re- 
ports on forms supplied by D,E,S, and submit them to D»E,S. 
monthly (Form 

7, Autliorized representatives of the l),E,S. staff will 
maintain liaison with tlie Sponsor or his representative 
and enrollees to provide supportive services as required, 

8, The local office will allow authorized representatives 
of the E&D staff to review the activity periodically to 
determine the progress being made by the enrollee, 

9, Wlienever poss ible , E&D will notify the local office 
two (2) weeks before terminating an enroll<^e's employment. 
Employment in the Special Work Project will be terminated 
whenever such action sei'ves the needs of the enrollee. The 
local office will notify E&!) before terminating an en- 
rollee 's employment giving E&D the opportunity to try to 
resolve the problems. 

10, The following conditions govern policy with respect to 
sick leave, holidays and vacation periods : 

to be completed 



11. FICA (Social Security) is provided and paid for by 



12. WorRmen's Compensation is provided through 



13. Describe in detail any other conditions of trainee 
employment, fringe benefits offered and payment thereof 



APPENDIX C2 



TRAINEE STATUS FORM 







TRAINEE STATUS 






E A D PROJECT 


Nimt of Trklnt« 




jSc'cii! Stcutity No 





Trainee will Q Begin, □ Teminate, txainli^g as 

Occupttlonal TiiK 

In the: □ Special Work Contract No. 



□ Upgrading Contract No. 

□ Enrichment Training 

at 

Name of OrCinlutlon 

loctt^l at on 

Hourly Pay Rale $ Estimated Monthly Eaminis $ 



FOR TERMINATIONS. COMPLETE BELOW 



As of this trainee should be classified as terminated because: 

Dtte 



□ 


t Placed in Employment 


□ 




Transportation Problem 




□ With Special Works Employer 


□ 


7. 


Cannot Locate 




□ In Other Employment 


□ 


8. 


Eull-Time Schooling 




O Upgraded: 


□ 


9. 


Found Own Employment 




Job Title 


□ 


10, 


tnslilulionali2e<l 




DOT Code ' 


□ 


n. 


Relumed to Welfare 




Hours per week 


□ 


12 


DKeased 




Hourly Wage 


□ 


13. 


Moved From Area 




Employer 


□ 


14. 


Returned to WIN 


□ 


2. Discharged by Employer 


□ 


15. 


Transferred to Other Program 


□ 


3. Refused to Continue 


□ 


16. 


Other (specify^ 


□ 


4. Health Reasons 









□ 5, Pregnancy 



Distribution I copy to Employer 

3 copies to Central Office E & D Unit 
I copy to E b Local Office 

VT. DCS BSapO $M » « 



APPENDIX C3 

TIME CARD/ EMPLOYER'S INVOICE 
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APPKNDIX 1) 



GUOWril OK NUM»i:il OK 'IHAINKKS ICMPLOYKl) UNDKK SPKClAf. WOltK PUOJL'CT 

l^ntcs Avii liable UnfillGcl Avorauo Doll.-ir value of 

^^"^s ^lol-s Cost per slot Sobcoiit rnc ts Written 



12/70 to 
4/1G/71 


113 


33 


$1827 


$206,500 


4/17/71 
to 

9/30/71 


155 


50 


2050 


317,710 


10/71 


31 


63 


2279 


70,643 


11/71 


33 


63 


2614 


86,263 


12/71 


65 


77 


2392 


155,495 


1/72 


78 


62 


2326 


181,421 


2/72 


40 


77 


1688 


67,531 


3/72 


9 


82 


1398 


12,582 


Total 


524 




$2096 


,098, 145 



(Note: Tolal cJollur vnluo oi" subcontracts is h^h: luncls woro 
doobli^atod on corlain subcontracts and thus reused by writin^i 
add iLional subcontrac ts . ) 



APPENDIX E 

ALLOCATION OF E&D SPECIAL WORK SLOTS AND AMOUNT BY DISTRICT OFFICE 
BY MONTH - FY - 1973 
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APPKNniX F 

FLOW rilAHT OF BILLING W LMPLOYKU UNHFU SW SUBCONTUAC'l^ 



Hill 

Co pies 



'prepares and mails 



to employer 



N A N,C K I Sorv i res per- 



Fiiiployo r 
prepares hill 
Retains copy. 



I M^m powoi' 
! Spec ia 1 is t 



ACCOUNTING 
(Fist!a 1 Sec t ion ) 



i Ass is ts 
I em plover 
rev lews 



a nci 
bill 



Pi'ep'.vres mot^lhly j 
' re im hursrmen I \ 
[^reqvies I Crom IXJL. 



J'onnocl by ac- 
_ coun I in}^ : 
Cliecks bill 

ins t sub- 
c:oii t rac t . 
Checks bill for 
accuracy . Pro- 
pares pay voucher 
for f inance . 
Records amoun ts 
in ledger. 

O i her record- 
kec']')in<^ : 

TTccrues cost for 
iDon * h for re im- 
bursemcnt from 
DOL, a nci in- 
voices !)0L. 
Ma in I a ins r(H!ord 
of amount obli- 
gated under each 

suljcon tract 
from Lnrol lee 
Status Forms . 
Ma i n ta iJis runn ing 
lotal of d<jllar 
aiiKuMils not obli- 
f;aled and forwa'di 
copy to COS. 
From c:opy of new 
subcon vrac t , 
kt»ops rr cdi'd o i' 
amoun t obi i^a t ed , 
jiion til 1 y ar-crua 1 
and amount unex- 
pended . 
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APPENDIX G 



S U BCON TRA C T lU .N i:\V A I ,S 


IN DECBtBHU 


1971 AND 


JANIIARV 1972 


SW subcoutvat:t Nuuihor 


!lo uewa 1 


Po rsons 


$ Aiuoiui I o r 


Gxpirinji at 12 ^Ji 71 


Number 




Uonowa 1 suht'oii t r 




r\ 1 


1 


j> 2 , r)7 1 




2u2 


(I 
I) 


I u , 01)1) 








oO , 9oo 


61 


223 


1 


I ,950 




<s 2'f 


O 


I'i , 22ii 


09 


211 


1 


2, 155 




2 1 () 




•1 , < I'l 




221 


•1 


9.071^ 








^ 1 iio , u / y 


suluon I rac Is 


w r i I ten 






duri 11^ per iotl 


154 


$:{:>:{ ,196 


Pcrcc*n 1 aj^o v 1 ten 






til a I wore 


lenowa Is 




31)'; 
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GLOSSARY 



Accrual - 

Available Slots 
"Dead'' Time - 

Funds Obligated 

Man-month - 
Ovorobliga tion 
Slot - 

Uncomm itted 
Balance - 

Subcontract - 



Relates to bill ing procedures by DES Fiscal 
Section. The Section hills the DOL on a 
current basis, usually prior to receiving an 
invoice from the employer. The accrual is an 
estimate of what this invoice amount will be; 
this enables the project to obtain reimburse- 
ment on a current basis. Adjustments are made 
to future billings to the DDL as actual amounts 
become known , 

The number of filled and unfilled positions 
under existing 1 ive subcontracts . 

Time under a subcontract which arises when no 
enrollee is being employed. This results when 
no one fills a slot, an enrollee terminates 
before a subcontract expires, or he is absent 
from work and is not paid. 

Amounts committed under subcontracts to be 
paid to enrollees. It equals the sum of the 
salaries, benefits and expenses that could be 
paid to employees, based upon the length of 
the subcontract, the salary rate, the fringe 
benefits, the training expenses, less any por- 
tion of the costs borne by the employer. 

One slot under subcontract for a period of 
one month. 

The commitment of funds in excess of an amount 
made available by the project grant* 

A work experience position under subcontract 
for a period of time equal to the length of 
the subcontract. 



Funds allowed by the project, but not yet 
spent on completed subcontracts or committed 
on current subcontracts. 

Agreement between the E&D Manpower Project 
(the State of Vermont) and the employer, where- 
by in essence, the latter will provide enroll- 
ees job experience and training in consideration 
for reimbursement of all or a portion of the 
cost by the project. Those are called sub- 
con trac ts because the agreement between the 
Manpower Project and DOL is the contract. 
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